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ABSTRACT
The handbook consists of detailed guides for

instructors of new Post Office employees. A brief introduction
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UNITED STATES POSTAL SERVICE
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 7
Personnel Handbook, Series P-23 September 24, 1971

1 FILING INSTRUCTIONS
Remove page headed: Insert page headed:
312 (p. 13-15) 12 sheets) 312 (p. 13) (1 sheet)
342 (p. 5) (1 sheet) 342 (p. 5) (1 sheet)

2 EXPLANATION
.1 Instructions hare been added to help otrrent andnew city letter carriers and special delivery

messengers who are required to drive Ile Jeep Dispatch 100 to become familiar with that
vehicle.

Instructions on the right-hand drive sit-stand truck and the mailster have been deleted
because these vehicles are being withdrawn from use.

3 DISTRIBUTION

Distribute these pages only to current holders of Handbook P-23. Excerpts 310 and 340 are
being reprinted to include those changes and they will be shipped automatically. When available,
furnish these new excerpts to persons holding the 1969 editions.

4 RECISSION
The 1969 editions of excerpts 310 and 340 are obsolete and should be destroyed.

a,
Director, Office of Manpower Planning

and Development
Employee Relations Department.

THIS IS A REPRINT OF TRANSMITTAL LETTERS 2

THROUGH 7. TRANSMITTAL LETTERS 8 AND 9 ARE

STOCKED SEPARATELY.
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UNITED STATES POSTAL SERVICE
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING

Personnel Handbook, Series P-23
Transmittal Letter 6

December 1, 1970

1 MATERIAL TRANSMITTED

New material, part 370, Maintenance Craft, is attached.

2 PURPOSE

.1 Part 371 provides instruction to supplement the general guidelines in chapter 1.
.2 Parts 372-377 provide guidelines for the following selected maintenance positions:

a. Cleaner
b. Custodian
c Laborer, Custodial
d. Mechanic Helper
e. General Mechanic
f, Maintenance Mechanic, MPE
g. Garageman
h. Automotive Mechanic

3 FILING INSTRUCTIONS

Place in chapter 3 after part 360.

4 GUIDELINES FOR USING THIS MATERIAL
.1 Separate Maintenance Craft Orientation is required for personnel in Equipment

Maintenance, Building Services, and Vehicle Maintenance.
.2 The need for skill training will be based on the judgment of the employee's super-

visor., An employee will receive training only on equipment on which he will work
within a reasonable time after completing training.

.3 Decisions to omit any part of the training prescribed for a particular position may
be made by the senior maintenance official on the basis of the background and ex-
perience of particular trainees. If a decision is made to omit training in ali of a skill
or topic, as specified in this handbook, then the "Training Needs" for that skill or
topic should simply not be checked off on the employee's Individual Training Record.
If it is decided to omit training in only part or parts of a skilt or topic, then "Train-
ing Needs" for that skill or topic should be checked off on the employee's Individual
Training Record. Make a notation under "Remarks" on the Training Record to
identify the portions of training that are to be omitted. Enter reasons for omitting
training on the reverse of the Record.

.4 While it is planned to have most maintenance craft training included in this hand-
book, at this time it does not cover all maintenance training. Maintenance supervisors
will continue to plan and arrange for advanced training, manufhcttlrer training, and
special or modified equipment training,0 5 DISTRIBUTION

Part 370, Maintenance Craft, is to be issued as follows:
a. All holders of the complete handbook: r

t.)



b. Part 370 excerpt will be fqrnished to those who will conduct or be responsible for
maintenance instruction including supervisors of maintenance employees and ex-
perienced maintenance employees who serve as on-the-job instructors.

Individual Training Record cards for maintenance employees, Form 2548 GL, may be
requisitioned from your area supply center.

Deputy Postmaster General
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POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING

Personnel Handbook, Series P-23

Transmittal Letter 5

May 15, 1970

1 FILING INSTRUCTIONS

Remove pages headed:

321 (p.5) (1 sheet)

Insert pages headed:

311 (p. 3) (1 sheet)
321 (p. 5)-322 (p. 1) (2 sheets)
331 (p. 7) (1 sheet)
341 (p. 3) (1 sheet)
351 (p. 7) (1 sheet)

2 PURPOSE

Parts 311, 321, 331, 341 and 351 have been expanded to extend safety training, previously
specified for new employees, to all craft employees on the rolls prior to the beginning of
the Orientation and Craft Skill Training System.

..,...;-77 Ia.....
Deputy Postmaster General

* U S GOVERNMENT PRINTING OFFICE: 1970 0-301-655
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POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING

Personnel Handbook, Series P-23

Transmittal Letter 4

October 10, 1969

. 1 MATERIAL TRANSMITTED
New material, part 360, Rural Carrier Craft, is attached.

Ile

2 FILING INSTRUCTIONS
Place in chapter 3 after part 350.

3 PURPOSE

Part 360 establishes procedures and guidelines for providing Craft OricAta-
don and Skills training for newly appointed rural carriers and substitutes
of record.

4 DISTRIBUTION
.1 Part 360, Rural Carrier Craft, is to be issued as follows:

a. All holders of the complete handbook.
b. Part 360 excerpt will be furnished to those who will conduct or be re-

sponsible for rural carrier instruction, including supervisors of rural
carriers, employees who serve as rural carrier job instructors, and
driver instructors.

.2 Form 2548F, Training Record Card, Rural Carrier, may be requi-
sitioned from your area supply center.,

8

Deputy Postmaster General



POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 3
Personnel Handbook, Series P-23 September 19, 1969

11-3, 5-15-0

1 FILING INSTRUCTIONS

Remove page headed: Insert page headed:
311 (p. 1) (1 sheet) 311 (p. 1) (1 sheet)

2 EXPLANATION

.1 Part 311 has been revised to include the screening of the 16mm motion
picture film, You Can't Bite Back. This film portrays various methods of
dealing with dogs on a carrier's route.

.2 The basic time for carrier orientation is increased from 3 hours to
3% hours in order to show this film.

9
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POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 2
Personnel Handbook, Series P-23 July 1, 1969

TL-2, 7 -1-IA

1 MATERIAL TRANSMITTED
Attached is a complete revision of Personnel Handbook Series P-23,
Orientation and Craft Skill Training.

2 EXPLANATION OF H kNDBOOK CHANGES
,I Chapter I
.11 Part 110 consists of provisions for the installation, operation and
management of the Department's new standardized Orientation and
Craft Skill Training System. Most of these provisions, except as noted below,
are reprinted with minor editorial changes from the present chapter 1 of
POD Handbook P-23. The following are descriptions of changes and addi-
tions to provisions originally published in Handbook P-23.
.12 Section 111 DescriptionNew
.13 Section 114 ScopeAdds another category of employees to those
covered by the system.
.14 Section 115 Adds additional infoemation about. distribution and re-
quisitioning instructional aids for use in the system.
.15 Part 120 Operation of the SystemDescribes the general proc-
esses through which orientation and training are achieved under the system
but omits references to responsibilities for steps in the process. Responsi-
bilities are consolidated in 130.
.16 Part 130 Managing Orientation and Craft Skill TrainingDistin-
guishes requirements for offices under 'ystem and those not under it. Clearly
identifies basic policies of system. Delineates responsibilities for more people
and with greater clarity. Describes job instructor assignments more fully,
within limits of present arrangements for this function. Adds more infor-
mation on distribution and use of Handbook P-23 and Forms 2548 and on
using and reporting training manhours. Clarifies instructions on initiating
changes in system and on developing and using supplemental materials
locally.

10



.17 Section 138 Eliminates charging to training the time of regular car-
riers who are performing instruction while serving the route.
.18 Section 139 Lists records and reports related to the system.
.2 Revised Chapters 2 and 3 contain only minor editorial changes.

3 SUPEP.SEDED MATERIAL
The coraplete P-23 Handbook furnished under Transmittal Letter 1 dated
September 15, 196R. is obsolete.

4 EFFECTIVE DATE
These instructions are effective upon receipt

Assistant Postmaster General.
Bureau of Personnel

Tint 7440



Orientation and Craft Skill Training Contents (370)

CHAPTER 1

CHAPTER 2
210
220
230
240
250

CHAPTER 3
310
320
330
340
350
360
370

Tt-2. 7.1-69

Contents

ORIENTATION AND CRAFT SKILL TRAINING

Standardized Orientation and ('raft Skill Training System
General Orientation
(To be published)
General Orientation Handbook for New Employees
General Orientation Requirements
Instructor's Guide for General Orientation of New Employees
A Vital Service Film Script
Craft Orientation and Skill Training
Carrier Craft
Clerk Craft.
Nlailhandler Craft
Special Delivery Messenger Craft
Vehicle Craft
Rural Letter Carrier Craft (to be published)
Maintenance Craft (to be published)
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CHAPTER 1

Standardized Orientation
and

Craft Skill Training System

110 Introduction
111 Description
112 Background
113 Objectives
114 Scope

114.1 Coverage
114.2 Post Offices
114.3 Crafts and Positions
114.4 Personnel

115 Supporting Materials
115.1 Handbook P-23, Orientation and Craft Skill Training
115.2 Form 2548 Series, Individual Training Record
115.3 Other Materials

120 Operation of the System
121 Preparation
122 General Orientation
123 Craft Orientation
124 Craft Skill Training

124.1 Initial Training
124.2 Additional Training

125 Review and Inspection
130 Managing Orientation and Craft Skill Training
131 Offices in Which the System Is Installed
132 Other Offices
133 Orientation to the System
134 Policies
135 Responsibilities
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135.2 Operating Officials
135.3 Employment and Services Section
135.4 Training Section
135.5 Operating Supervisors
135.6 Job Instructors
135.7 Other Officials
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136 Instructors and Instructor Training
136.1 The Job Instructor Function
136.2 Typical Job Instructor Assignments
136.3 Instructor Qualifications
136.4 Instructor Training
136.5 Instructor-Trainee Ratios
136.6 Assignment of Relief Foreman During Instruction

137 Distribution, Maintenance and Use of Handbook P-23 and Its Excerpts
137.1 Distribution
137.2 Maintenance
137.3 Use

138 Training Manhours
139 Records and Reports

139.1 Records
139.2 Reports

140 Initiating Changes
141 Local Supplements to Standard Instructional Materials
142 Other Changes
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Standardized Orientation and Craft Skill Training System 114.1

CHAPTER 1

STANDARDIZED ORIENTATION AND CRAFT SKILL TRAINING SYSTEM

110 INTRODUCTION

111 Description
This system provides a uniform process
by which post offices throughout the Na-
tion may guide and conduct the orientation
of employees to the postal service and the
orientation and skill training of employees
for the postal craft and position to which
each is to be assigned. With latitude for
necessary local variation, the system pre-
scribes /chat is to be taught, and when.
where, by whom and for how long at each
stage of the employee's orientation and
training. It also prescribes policies, meth-
ods and divisions of responsibility for
carrying out parts of the process, and it
provides a variety of instructional aids,
including forms, instructor guides, films,
etc.

112 Background
The system was developed and field tested
by the Post Office Department in consulta-
tion with the national leadership of postal
employee unions and with the assistance
and guidance of many post office and re-
gional office employees and officials.

113 Objectives
By providing national standards and
guides for orientation and training, this
system is expected to achieve the
following
a Assure that all new employees through-

out the postai service receive, within
reasonable limits, adequate training to
prepare them for efficient, safe, pm-
ductive performance of their assigned
.asks.

b Reduce turnover and improve work
performance by establishing a high
standard of orientation and training
for all post offices.

TL-2, 7-1-69 15

c Minimize costly duplications of effort
in developing complete training pro-
grams in each post office and/or postal
region.

d Maintain or reduce national training
man-hour costs by eliminating instruc-
tion in extraneous subject matter and
prescribing training methods at all
post offices which emphasize the skills
actually required to perform the work
assigned.

e Facilitate appraisal and improvement
of training programs and their appli-
cation by local, regional and depart-
mental management.

f Reduce duplications and omissions,
and improve performance by line and
and staff personnel in their execution of
training responsibilities.

g Improve supervision by encouraging
greater stability in employee work as-
signments and greater identification of
particular employees with particular
supervisors.

114 Scope
114.1 Coverage

The system is being introduced into
the postal service in stages. In-
itially, it was installed only at cer-
tain post offices, included orienta.-
tation and training requirements
only for certain specified crafts and
craft, positions and was to be used
as the basis for training particular
groups of employees. When addi-
tional planning, development and
field testing of materials are com-
pleted, extension and expansion of
the system to more post offices, to
additional crafts and craft posi-



114.2 Standardized Orientation and Craft Skill Training System

tions and to other groups of em-
ployees will be directed until the
scope and coverage of the system
in these respects is as broad and in-
clusive as is practicable.

1142 Post Offices
Installed in all post offices that are
authorized full-time training staffs
under provisions of section 844.4,
Postal Manual (i.e., approximately
the 100 largest post offices), plus
other post offices that are specifi-
cally designated by the Regional
Director. (See also 732.17 Postal
Manual.)

114.3 Crafts and Positions
.31 Basic, general orientation to

the post office and the postal
service, independent of craft
assignment.

.32 Specialized, craft orientation
to the city letter carrier, clerk,
reailhandler, motor vehicle
and special delivery messen-
ger crafts.

.33 Craft job skill training for
one or more positions in each
of the above crafts.

114.4 Employees
.41 New post office craft employ-

ees receive gerieral orienta-
tion; craft orientation and
craft skill training.

.42 Current post office employees
being reassigned to a partic-
ular craft for the first time
receive craft orientation and
craft skill training in that
craft and position,

.43 Current employees being as-
signed to new duties within
the scope of their current
craft positions receive craft
skill training proNided the
new duties require new know-
ledges and skills not similar to
knowledges and skills required
of previously assigned duties.

16

115 Supporting Materials
115.1 Handbook P-23, Orientation and

Craft Skill Training
A complete description of this

system, together with copies of the
principal instructional materials
used in it are published in Hand-
book P-93, Orientation and Craft
Skill Training. This handbook is
divided into chapters and then into
parts. Each chapter and part is
published as a looseleaf unit which
can also be obtained and used in-
dependent of the entire handbock.
The handbook and most of its
chapters and parts may be readily
updated, as changes are published,
by simple insertion or substitution
of new pages. Contents of the
Handbook are as follows:

Chapter 1Standardized Or-
ientation and Craft Skill
Training System

Chapter 2--General Orientation
Part 210Pre-employment

Pamphlet (to be published)
Part 220General Orienta-

tion Handbook for New
Employees

Part 230General Orienta-
tion Requirements

Part 240Instructor's Guide
for General Orientation of
New Employees

Part 250--"A Vital Service"
Film Script

Chapter 3Craft Orientation
and Skill Training Re-
quirements

Part 310City Letter Carrier
Craft

Part 320Clerk Craft
Part 330Mailhandler Craft
Part 340Special Delivery

Messenger Craft
Part 350Vehicle Craft
Part 360Rural Letter Car-

rier Craft (to be published)

IL-2, I-1-M



Standardized Orientation and Craft Skill Training System 123.2

Part 370Maintenance Craft
(to be published)

115.2 Form 25IS SeriesIndividual
Training Record
This is a card form on which the
orientation and training each em-
ployee is to receive and has received
is recorded. The same basic form is
used to record orientation and
training in each kind of craft posi-
tion covered by the system. How-
ever, for each type of position (e.g.,
city letter carrier, distribution
clerk, mailhandler, etc.), the form
is overprinted with the names of
the topics and skills in which train-
ing is prescribed in the appropriate
part of chapter 3, Handbook P-23.
The position for which each over-
printed form is to be used is indi-
cated by an overprinting of posi-
tion title plus addition of a letter
suffix to the form number (e.g.,
Form 2548-A, etc.) .,

115.3 Other .Materials
In addition to the publications in-
cluded as parts of chapter 2, Hand-
book P-23, a variety of materials
such as films, filmstrips, instructor
guides, handbooks, pamphlets,
training equipment, etc., are pre-
scribed for use in the system as
instructional aids. Initial supplies
of newly produced materials will
be distributed to the field by the
I)epart mein automatically as they
become available. Field requests
for additional or replacement sup-
plies should be submitted through
normal channels as needed.

120 Operation of the System
121 Preparation

When new employees report, for personnel
processing :
a They are given a copy of the General

Orientation Handbook for Neu Em-
ployers ( Part 220, Handbook P-23)
mid are advised of the (late, place and
time they are to 1,egin their general ori-
entation training. They are instructed

TL-2, 7-14A

to read the Orientation Handbook be-
forehand, to bring it to the general ori-
entation classroom session, and to be
prepared to ask any questions they
may have at that time.

b An Individual Training Record
(Form 2548 Series) is prepared for
each employee and the training that
each will need to perform initial as-
signments is checked off on the card.

122 General Orientation
122.1 Each newly hired employee re-

ceives general orientation, as speci-
fied for all employees in parts 230
and 240 of Handbook P-23. Except
in unusual circiunstatices, the only
assignment newly hired employees
receive on their first day of employ-
ment, is to attend the complete gen-
eral orientation program. After
completing the general orientation,
the new employees receive no fur-
ther assignments that day. They
are scheduled to report the next.
workday to the appropriate craft
orientation session. (See 123)

122.2 When all or portions of the general
orientation are completed, appro-
priate portions of the Individual
Training Record are signed off and
dated.

123 Craft Orientation
123.1 Employees who are newly hired or

newly assigned to a. craft are given
orientation to that craft as speci-
fied in chapter 3, Handbook P-23.
Except in unusual circumstances,
new employees are given the entire
craft orientation on the first, work-
day following the general orienta-
tion session. Following the craft
orientation, employees are assigned
to their work areas.

123.2 When all or portions of craft ori-
entation are completed, appropri-
ate portions of the Individual
Training Record are signed off and
dated. The card is then referred to
the locations identified in 139.

17



124. Standardized Orientation and Craft Skill Training System

124 Craft. Skill Training
124.1 Initial Training

.11 Employees who are newly
hired or newly assigned to a
particular craft position (e.g.,
city letter carrier, distribution
clerk, mailhandler, mechanic
helper, etc.), are given specific
training in skills needed to
perform their initial work as-
signments. Elements and con-
ditions of this training are
specified in the orientation
and skill training requirement
sheets in chapter 3, Handbook
P-23.

.12 When instruction of an em-
ployee in a particular skill is
completed, the instructor ini-
tials and dates the Individual
Training Record on the line
related to that skill and enters
the time used. If, after provid-
ing the basic instruction for a
particular skill, the instructor
believes an employee needs
more instruction, he notes this
in "Remarks" on the record,
and, with the approval of the
appropriate supervisor, pro-
vides the added instruction
and again initials, dates, and
indicates time used on the rec-
ord. (This annotation by the
instructor speci ties the partic-
ular sub-topic (s) listed in the
orientation or training re-
quirement. sheets in which ad-
ditional training is needed).;

.13 When the employee's instruc-
tion in a required skill is corn-,
'detect, the Individual Train-
ing Record is signed and dated
by his immediate supervisor.
Before an employee is as-
signed to a new task, it must
be determined, with the aid of
the record where necessary,
that the employee has re-

18

ceived training in the required
skills.

124.2 Additional Training
If the employee is to be assigned
new duties within the scope of his
position after initial training, the
employee's Individual Training
Record is marked to show the addi-
tional training the employee must
receive in order to acquire the
knowledge and skill needed to per-
form these duties. Then the re-
quired training is given and docu-
mented, as prescribed in 124.

125 Review and Inspect :on
Once each accounting period (except A/P
7) 10 percent of the individual Training
Records are carefully reviewed by the
training section to determine whether
they are current and accurate. Summary
reports of these reviews are made to the
postmaster and to appropriate operating
officials for information and necessary
followup action. Postal inspectors, finance
examiners and postal service officers also
spot check representative numbers of
Individual Training Records during rou-
tine inspections and examinations and
compare the spot checks with local sum-
mary reports.

130 Managing Orientation and Craft Skill
Training

131 Offices in Which the System is Installed
Post offices that are directed to install this
system are required to follow the instruc-
tions for managing the system that are
in section 732.1, Postal Manual and in
Handbook P-23. For such offices, these in-
structions supersede any other local, re-
gional and departmental instructions and
practices which may be in conflict with
them.

132 Other Offices
Offices in which installation of the system
hair not been directed will continue to fol-
low prior instructions and practices, in
eluding those contained in other sections
of part 110 and section 345.44, Postal
Manual.

TL-2, 7-1-69
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Standardized Orientation and Craft Skill Training System 135.12

133 Orientation to the System
Departmental officials initially oriented
officials of each regional office to the sys-
tem through formal meetings and dis-
cussions before the system was installed
in post offices. Regional officials, in turn,
hold orientation meetings with officials
of post offices in which the system is about
to be installed. These local officials plan,
organize and conduct orientation meet-
ings for other local officials and for
supervisors of all activities in the post of-
fices which employ craft employees. Local
orientation meetings provide participants
with needed information on the opera-
tion and management of the system in the
post office and on their specific functions
and responsibilities in the system. This
orientation will be repeated as needed for
new supervisors. Orientation of regional
and local personnel that is comparable
to the above will be conducted whenever
significant additions or changes to the sys-
tem are about to be effected.

134 Policies
The following policy requirements under-
lie this system and are to be complied with
under all but emergency conditions:-
a Each employee shall receive training

needed to perform each new work as-
signment before being required to per-
form the assignment under routine
supervision.

b In order to help assure that learning
is retained and reinforced through
practice, training shall be provided
immediately before the work assign-
ment, or as soon beforehand as

possible.
135 Responsibilities

135.1 Postmaster
.11 The postmaster will take ac-

tions necessary to insure that
the system is operated and
managed as prescribed and
that its objectives are achieved
n his post office. These actions

include but are not limited to
the following::

19

a Become thoroughly fa-
miliar with basic provi-
sions of the system and
with the divisions of re-
sponsibility prescribed for
its installation and man-
agement.

b Assign responsibilities and
delegate commensurate au-
thority to specific individ-
uals and alternates for
carrying out each step in
the operation and man-
agment of the system.

c Periodically obtain the
views and recommenda-
tions of local operating and
staff officials, of appropri-
ate local postal employee
union representatives and
of finance examiners con-
cerning the operation and
management of the system
in relation to established
instructions and objec-
tives. Review summary re-
ports of checks made by
the training staff each ac-
counting period of Indi-
vidual Training Records.

d Take followup action to
provide recognition for ex-
cellence or to bring about
correction of deficiencies.
The latter might include
direction or redirection of
local officials and super-
visors, requests for techni-
cal assistance from the
regional office, recommen-
dations to the Department
through the regional office
of additions, deletions or
other changes to improve
the system, etc.

.12 In addition, the postmaster
(or designee of appropriate
rank and capacity) will per-
sonar- conduct the introduc-
tot.? ,.elcome portion of each



135.2 Standardized Orientation and Craft Skill Training System

enerI Orientation session
for new employees. (See
Handbook 1)-3, Parts 30
and 240.)

135.2 Uperatin g Ofliriak
As used here, the term "operating
official- designate, a higher lea el
person in charge of a major divi-
sion of the post office or tour to
%vhich new personnel are assigned
(e.g., director of operations, gen-
eral ,Ilpel'intendent or sul)erm-
tendent of mails, tour superin-
tendent, postal plant engineer,
%-ehicle mai ntella nee superintend-
ent, etc.) These officials Will take
art 101IS ne sary and as directed to
insure that the system is operated
and tinged as prescribed and
that its objectives are achieved in
the units for which they are each
responsible. These actions include
but are not limited to the
following:
a Become familiar with basic pro-

visions of this system and thor-
oughly informed about those
aspects of it that are direetly re-
lated to the facility, tour or ac-
tivity for which the official is
responsible,

b With assistance of Training
Section, develop, direct, and
periodically evaluate the opera-
tion of a specific subsystem for
administering craft skill train-
ing within the facility or tour
and in accordance with require-
ments of this system.

c Determine specific nork assign-
ments of each new and current
employee for whom responsible.

d Identify to Training Section
the immediate supervisor( s) of
each new employee and of any
other employee %dm is about to
be assigned to a craft or a par-
ticular craft position for the
first time,

20

e With assistance of Training
Section, check off on Individual
Training Records the orienta-
tion and/or training required
for each employee referred to in
c above.

f t.tl designated portion of
General Orientation meetings
for new employees.

g Collaborate with Training Sec-
tion in its organization, sched-
uling, and coordination of Craft
Orientation sessions for em-
ployees who are newly assigned
to a particular craft for whose
work the official is responsible.

h Select and assign appropriate
supervisors, subject matter spe-
cialists and employees to receive
instructor training, if needed,
and to serve as instructors in the
conduct, of all on- and off-the-
job orientation and training in
subject matter fields for which
responsible.

i Establish an Individual Train-
ing Record for each employee
who does not have one and is
about to be assigned (and there-
fore trained) to perform new
duties within the scope of his
present position.,
Check off on Individual Train-
ing Records additional training
required for each employee re-
ferred to in h above.

k Arrange for transfer of Indi-
vidual Training Record to new
location when an employee is
reassigned, without change in
position title, to another part of
the facility in which a change in
location of the Record is
required.

I In conjunction with review and
evaluation of the specific sub-
system ( par b above), also re-
views and evaluates operation
of the overall system, taking
into account evaluations and

j
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Standardized Orientation and Craft Skill Training System 135.44

reC01111110111htt ions received front

operating super% isorg, and rtm
minuends improvements to the
postmaster for possible Alliillik-
StOn to t be Depart n t mgh
the regional office.

135.3 ..mp.V I oyment and Services Section
.31 Become familiar with basic

pntv isions and thoroughly in-
formed 111)1 )lit inst rum ions
and procedures n lated to
Employment amt Placement
Section resprnsibilities under
the system.

.32 Issue a copy of General
Orientation Handbook for
New Employees (Part 220
of Handbook P-23) to each
new employee when he re-
ports for personnel processing
at the time of his appoint-
ment:

«33 During personne: processing,
advise each new employee of
the date, time, and place he is
to report for general orienta-
tion training: instruct hint to
read the General Orientation
Handbook lforehand, to
bring it with him to the Gen-
eral Orientation meeting and
to be prepared to ask any
questions he has at that time.

.34 Prepare an appropriate In-
dic idiot! Training Record for
emh official per:;onnel tnuis-
action in which an employee is
assigned for the first time to
a position within the scope of
this system. Refer the record
to the training section.

.35 Provide relevant information
and otherwise assist operat-
ing officials upon request to
establish an heti% ideal Train-
ing Record for an employee
who does not have one and is

1 In smaller offices %here this seetion Is not authorized,
these functions will he performed by or under direction of
whoever has program responsibility for employment and
placement and for personnel paperwork (See P.M 844 4j
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about to be icsig-ned (and
therefore trained) to perform
new duties not similar to pre-
viously assigned duties within
the scope of his present
position.

.36 Obtain old Individual Train-
ing Record for each employee
who is reassigned or promoted
front one craft position to an-
other or is transferred out of
the post office, and file on the
right side of his official per-
sonnel folder.

135.4 Training Section 2
.41 Become thoroLghly informed

about all aspects of the sys-
tem that are related to its in-
stallation and operation at the
local post office level.

.42 As a joint acticu with princi-
pal operating officials, conduct
initial and periodic orienta-
tion to the system for other
officials, supervisors and job
instructors in accordance with
133.

.43 Assist operating officials to
identify and to check off on
Individual Training Record
the orientation and training
prescribed under the system
which each employee must re-
ceive in order to perform

iinitial assignments n a craft
or craft position to which he
is assigned for the first time.

.44 Organize and schedule Gen-
eral Orientation and Craft
Orientation meetings in co-
ordination with appropriate
operating and staff officials.
Actively assist officials, op,
crating supervisors, and job
instructors who conduct these
meetings. Certify completion
of General Orientation on

In snuffler otfice4 %here this section le not authorized.
tbe.e functions u111 be performed by or under direction of
whoever has program responsibility for training (See P.M.
844 4
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linlividual Training Records
and furnish these records for
further action to those who
conduct craft orientation.

.15 I.11 coordination %% ith operat-
ing officials, plan. organize,
schedule and conduct courses,
(matching sessions and infor-
mal assistance it. classrooms,
at wok hteations and else-
where to prepare supervisors,
job instructors, scheme. ex-
aminers and others to per-
form instruction for which
each is responsible.'

.46 Actively assist operating of,
finials to develop, direct and
periodically evaluate the op-
eration of a specific subsystem
for administering craft. skill
training in accordance with
this system within the facility
or tour for which each is re-
sponsible. This includes but is
not limited to the following
actions:,
a Develop and recommend

written instructions and
procedures designating lo-
cations at which Hand-
book P--.23 and Individual
Training Records will he
maintained ; when and how
supervisors and job in,
structors will make entries
on Individual Training
Records; when, how, by

ho, and for what, pur-
pose information will be
transribe,d from Individ-
ual Training Records for
reporting purpo-a.s

b Regularly and frequently
sit all units ( including

scheme training u it i t.)

prineitial nigh in /tonal ro,non,iloilit) of the training
staff is instructor trantinkr If the tranking staff lots boon
ongageki In In..teopting roronnol w poola1174.41 .object matter
111111., othr than general orientation .11141 Itp.temtor training,

in-trotiondi will he tratpferrool in
appropriate operating Mivia1... .11PorIir,.. Job 11141.110r.
or .otideet matter pm-violist, 'see abm 133 2g )
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where employees are re-
ceiving craft skill training
under the system; explain
to supervisors methods for
evaluating and directing
the %vork of job instructors
who train employees work-
ing in their units; observe
instruction in progress;
give on-the-spot coaching
and tips on instructional
methods and technique,
plus additional orienta-
tion to thi system to
supervisors and job in-
structors; check and initi-
ate followthrough action
when needed to assure that
supervisors and job in-
structors have required
instructional supplies and
materials and are other-
wise prepared to perform
effective job instruction
under the system.

c Spot-check entries on In-
dividual Training Records
in accordance with 125.

d Report observations and
act ions to operating official
in charge of tour or facil-
ity together with recom-
mendations for followup
management action to rec-
ognize effective training
and to correct deficiencies,
as needed.

135.5 Operating Supervisors
Foremen and other supervisors
who direct and oversee the work
of postal craft employees will take
actions needed to insure that these
employees are properly trained,
in accordance with this system, to
perform the work to which each is
assigned. These actions include the
following:,
a Become familiar with basic

provisions of the system and

TL-2, 1-1-0
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thormigIlly Informed about its
application to the operation or
activities for which responsi-
ble.

b Through instructor training
courses, coaching sessions, ill--

formal guidance, and other
sources and methods, learn
techniques of job instruction,
techniques of classroom in-
struction, if required, and how
these techniques are to be ap-
plied in performing assigned
instructional responsibilities
wider this system.

c As d i rect ed, conduct designated
portions of craft orientation
meet ings.

d Revie'N Individual Training
Records of assigned employees
to determine whether they have
received or need to receive
training under the system for
the work to be performed.

e For employees who require
training, either personally in-
struct each employee in re,
quired topics and skills or di-
rect and oversee instruction by
other employees who have
been selected and trained to
serve as job instructors under
this system.

f For instruction personally con,
lucted by the supervisor, enter
initials, (late, and time used on
Individual Training Raord.

g When an employee requires
additi(nial lust inct ion in a par-
ticular skill that would exceed
the time prescribed for that
purpose in the appropriate
part of handbook P-23, either
( a ) authorize or conduct addi-

tional instruction or ( b) rec-
ommend additional in,truction
for approval by higher author-
ity, (See also 1:Is.)

h For all instruction conducted
or supervised, sign and date In--

23

dividual Training Record when
instruction is completed certi-
fying satisfactory training of
employee in each particular
skill.

i Observe and evaluate operation
of the system and recommend
improvements, where needed, to
appropriate operating officials.
Also review similar evaluations
and recommendations by job in-
structors and forward to op-
erating officials with own
evalnat ion and comments.

135.6 Job Instructors
Job Instructors orient and train
postal craft employees in desig-
nated topics and skills, in accord-
ance with this system and under
directions of a supervisor to whom
both the trainees and the instructor
are assigned during the period of
instruction. (See also 136.) Ac-
tions required to perform this
function include the following:
a Become familiar with basic

provisions of the system and
thoroughly informed about the
craft orientation -nd/or craft
skill training requirements in
the appropriate part of Hand-
book P-23 in which instruction
is to be performed and for
drier instructor and examiner
positions, the criteria is out-
lined in Handbook CR-4.

b Through instructor training
courses, coaching sessions, in-
formal guidance, and other
sources and Hirt liods, lean:
techniques of job instruction,
techniques of classroom instrue:
tion, if required, and how these
techniques :ire to be applied in
performing assigned instruc,
tional responsibilities under
this system.

c As directed, conduct designated
portions of craft orientation
meetings.

i
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d directed. inst net desig-
nated employees ill specified
craft skills in accordance with
ropurements set forth in the
appropriate part of Handbook
P-23.

e For each employee instructed.
enter initials, date and time
used on Individual Training
Record.

f C ondttet additional training
approved by supervisor and,
upon completion. again enter
initials, date and time used in
appropriate columns of Indi-
. 'dual Training Record.

g Observe and evaluate opera,
lion of the system and recom-
mend improvements. where
needed, to appropriate super-
visor.

135.7 Other Officials
The officials listed below have
specified responsibilities for the
operation and management of the
system. Alternates designated to
act for these officials for such pur-
poses in their absence should be as
nearly equal to the principal des -
ignee in rank and capacity to
perform the assignment as is

practicable:,
a PoNt/ /HA/or/opAs part of

post office audit. reviews craft
training system to determine
compliance with provisions of
Postal Manual 73.1,

b F Ina nve Exa nil erSpot cheek
representative samples of in-
dividual Training Records for
completeness and for eompari-
son ith other records and re-
ports of training manhotm used.

c Portal xe:,.c/Ce offie,c--During
routine and periodic visits to
post offices, reviews craft train-:
lug system, discte,ses operation
of system with responsible man-
agement officials to determine
possible problem areas where

24

regional assistance may be war-
ranted, and informs the re-
gional training manager and
other responsible regional offi-
cials, through appropriate
channels.

d Regional 7', Jilting Manager
Prvides technical guidance and
direction to postmaster and
other local management officials
on implementing and adminis-
tering provisions of section
mu, Postal Manual. Assists
local officials in solving specific
craft training problems upon
request, and in response to pos-
tal service officer and inspection
service reports and other sources
of pertinent information.

e Safely Personnel Conduct
part, of general orientation
meetings dealing with safety
and emergency procedures. As-
sist and advise job instructors
and operating supervisors in in-
tegrating safety and solving
safety training problems in the
system. Under the direction of
the regional safety staff, in-
stallation safety personnel mon-
itor the safety training done by
supervisors responsible for the
craft orientation and skill train-
ing functions.

136 1 list moors and I list ructor Training
136.1 The .101 Instructor Function

Job lust victors are nonsupervisory
craft employees who are assigned
to orient or train other craft em-
ployees in certain specific topics or
skills under direction of an operat-
ing supervisor, who is in charge of
the operation or activity to which
the employees are assigned. By
performing this function, the job
instructor relieves the supervise..
of some of his workload but none
of his responsibility. The super-
vi..r is still accountable for insur-
ing that employees working for

TL-2, T-11-69
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0 him are nisi meted how to perform
assigned mork in aecordance with
provisions of this system. Nor-
mally job ite-t rIttiors ,,hould be
employees who are regularly as-
signed to the unit supervisors and
should only train employees who
are newly assigned to the unit. If
a job instructor is not regularly
assigned to a pa .tienlar unit in
which he performs instructions, he
is nonetheless accountable to the
unit supervisor for any instruction
he gives in the work of the unit.

136.2 Typical Job Instructor Assign-
MORS

Job instructorstrs may perform in--
millet ion full time or most of the
time, or they may perform other
duties the majority of the time
and be assigned instructional
duties only occasionally and for
short periods of time. Many car-
rier technicians, mailhandler
group leaders. distribution and
dispatch expediters, and lead me-
chanics serve as job instructors for
regular. frequent or extended
periods of tune. Other craft em-
ployees may also receive job in-
structo assignments for either
short or extended periods as reg-
ular or colltoral duties.

136.3 Instructor Qua liticat ions
Roth job ingructors and super-
visors. who reiNonatly perform
inst mid ion..4hould be able to vont-
municate effectively with el-ditty-
ees and should be well informed
and proficient in particular topics
and skills in which they are to
instruct.

136.4 hist ructor Training
Roth Operating supervisors and
job instructors who are to perform
instruction under this system shall
initially receive 4 hours of job in-=
strut -tor training specifically de-
signed to support and implement
this system. unless they have re,

411, n-2, 74-69

ceived equivalent training and are
considered to be proficient. After
initial instructor training, these
supervisors and job instructors an-
nually shall receive at least 2 hours
of formal, planned refresher
training in job instruction and
other matters as needed to keep up
to date and proficient in operating
and managing this system.

136.5 Instructor-Trainee Ratios
The tatio of qualified instructors
to trainees to be maintained for
each operation will depend on com-
plexity of subject matter, stage
of trainee progress,, visibility and
noise levels in instructions) aress
etc. However, this ratio shall he
such in each instance that each
trainee receives the concentrated,
indiidual attention needed, with-
in the allotted training time, to as-
sure that he has a reasonable op-
portunity to learn how to perform
the task assigned. For example,
the ratio of instructor to trainees
on initial training on the outgoing
letter primary distribution shall
approximate one instructor to five
trainees.

136.6 Assignment of Relief Foreman
During Instruct ion

When the line foreman is conduct-
ing skill training for trainees in
his unit, a relief foreman will be
assigned, where necessary, to pro-
vide coverage of the unit produc-
tion during the training period.

137 Distribution. Maintenance and Use of
Handbook P-4I and Its Excerpts

1n.1 mAtiqbation
.11 A complete handbook is to be

issued to and maintained by
or for the postmaster, mem-
bers of the postmaster's top
staff and other management
officials down to and includ-
ing heads of tours, installa-
tions and facilities, such as
tour superintendents, station
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superintendents, vehicle
maintenance superintendents,
etc. Requisition Handbook
P--23 and excerpts according
to instructions in Postal Man-
ual, Part 114.

.12 All supervisory personnel ars
to receive chapter 1, Stand-
ardized Orientation a n d
Craft Skill Training System,
and part 34) of chapter 2,
General Orientation Require-
ments.

.13 Supervisors of city letter
carriers, employees who sere
as city let or carrier instruc-
tors, and driver instructors
are furnished Part 310, City
Letter Carrier Craft.

.14 Supervisors of distribution
clerks, emphyees who serve
as distribution clerk job in-
structors and scheme examin-
ers-instructors are furnished
Part 320,Clerk Craft.

.15 Supervisors of mailhandlers,
nutilltairdlers group leaders,
and other employees who
serve as mailhandler job in-
structors are furnished Part
33o, Mailhandler ('raft.

.16 Supervisors of special deliv-
ery memengers, employees
who serve as special delivery
messenger job instructors and

driver instructors are fur-
nished Part 34t, Special De-
livery Messenger Craft.

.17 Supervisor~ of vehicle oper-
ators, employees who serve as
vehicle operattor job instruc-
tors and driver instructors
are furnished Part 3M), Ve-
hide Craft.

.18 lineal officials designated to
participate as instructors in
the General Orientation ses-
sion are furnished Part 240,
Instructor's Guide for Gen-
eral Orientation.

.19 New employees are furnished
Part 220, General Orientation
Handbook for new employees.

137.2 Maintenance
.21 All new material and replace

ment pages are sent under
cover of a transmittal letter,
which explains briefly the
change or material attached.

.22 Holders of the handbook and
excerpts are responsible for
filing changes promptly and
maintaining the material in a
current status.

137.: Use
.31 Officials who malitain the

handbook or excerpts shall
permit employees and union
representatives on proper re-
quest to read these materials.

.32 Supervisors and job instruc-
tors shall follow the proce-
dures and guidelines as pre-
scribed by Handbook P-23
when training employees in
jobs covered.

138 Training Manhours
138.1 Handbook P-23 specifies basic time

periods required to cover each unit
of orientation or skill training.
Charge time used for orientation
and training that is within the
amounts specified, to training, not
to production. This applies to both
classroom and on-the-job instruc-
tion and includes the time of train-
ees and on-the-job instructors, but
not supervisors, nor regular car-
riers providing on-the-job instruc-
tion to new carriers while serving
the route.

138.2 If additional time beyond the stip-
ulated amount is necessary and au-
thorized to train newly assigned
employees this time shall be
charged to production, not train-
ing.

138.3 Record and credit any production
achieved by trainees while receiv-

Th-2, 7444
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ing training as part of the produc-
tivity of the unit or operation.

138.4 Travel time spent in getting to and
from training areas, when neces-
sary, and nonsupervisory time al-
lotted and used for preparation for
instructing, as specified in the sys-
tem instructions, will be trans-
ferred to training.

139 Records and Reports
139.1 Records

.11 Form 2548 Series, Individual
Training Record
.111 Distribution

Cards for new employ-
ees are prepared and
distributed according to
provision in Postal
Manual 732.175c. Blank
cards are distributed to
points referred to in
paragraph 112 below
for establishment of
records for current em-
ployees who are about
to be assigned (and
therefore trained) to
perform n e w duties
within the scope of
their present job. Req-
uisition Form 2548
Series from the approp-
priate supply center,

.112 Maintenance
Each employee's indi-
vidual Training Record
is kept at a central point
convenient to his work
location. In offices
where tour superintend-
ents are assigned, these
records will be main-
tained under the direct
responsibility of the of-
fice supervisor or clerk,
in the tour superintend-
ent's office where the
tour records, employee
evaluations, etc. are lo-
cated. At smaller offices
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they are maintained in
the superintendent of
mails or facility man-
ager's office. Mainte-
nance employee train-
ing records are filed in
the postal plant engi-
neer's office, mainte-
nance control office or a
location which is access-
ible to the mainte-
tenance supervisor or
job instructor. Main-
tain Form 2548 Series
alphabetically by em-
ployee's last name,
within each pay loca-
tion, with a separate file
for each tour,

.113 Use
Operating officials
check off orientation
and training each em-
ployee needs. Supervis-
ors and job instructors
refer to Form 2548 to
determine what train-
ing an employee has had
or needs to perform as-
signed jobs. Within rea-
sonable bounds, em-
ployees may review
their own Individual
Training Record upon
request. Recognized un-
ion representatives may
also review these rec-
ords for employees they
represent.

.12 Form 2345, Personnel Man,
power (yellow)
This is used to record clerk-
mailhandler training man-
hours at authorized units.

.13 Form 1232, Other Service
(lard
This is used according to pro-
visions hi Handbook F-21.
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139.2 Reports
Form 1670, Total Hours Trans-
ferred To And From Payroll
Accounts, is amyl to transfer man-
hours to and from accounts includ-
ing training accounts. Prepare
Form 1671) according to instruc-
tions in Ilandlmok F--.21.

140 Initiating Changes
141 Loeal Supplements to Standard Instruc-

tional Materials
PostmasteN may authorize preparation
and use of instructional materials to my-
plement the standard materials (em-
ployee orientation handbook, instructor
guide, craft orientation and skill training
requirements. etc.) that are furnished for
use with the system. This authority ex-
tends only to the use of supplementary
material that (a ) is clearly necessary for
the orientation and training to cover top-

ics or skills that are unique to the particu-
lar post office and (b) will not require
commitment of manhours beyond those
prescribed by the system.

142 Other Changes
Other modifications to improve the sys-
tem, materials used with it or topics cov-
ered by it are encouraged but must be ap-
proved a; Department Headquarters be-
fore they ,nay be put into use. Proposals
for this purpose are to be made by or
through the Regional Director to the As-
sistant Postmaster General, Bureau of
Personnel, Attention: Director, Training
Division, who will coordinate review of
proposals with other bureaus as needed.
Regional Directors will submit their eval-
uation and recommendation to the De-
part with each proposal. Proposals will be
adopted for national use whenever this
is merited.

ZS
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FOREWORD

This handbook will give you the information you need when working in
the Postal Service.

The Post Office Department over the years has established a fine record
as a national and international communications network with a tradition of
faithful service to the public, Each employee can take pride in this combination
of communication and service.

You were picked for your job because your agility, as demonstrated by our
hiring procedures, shows you can help us move t- ie mail promptly, efficiently,
and accurately. You have been added to our work force because you are needed.
You will be given every opportunity to learn your job through study and
training. You are now a vital and important part of one of the largest civilian
organizations in the world: we are not so large, however, that your rights and
dignity a8 an individual will not be deeply respected and fully protected.

From time to time problems may arise in connection with your job. Please
bring any problems to light for open, frank discussion and solution. Many
problems also occur simply because of lack of information. We hope, by giving
you this book, to remove doubts and misunderstandings on the areas it covers.

You are a welcome part of our organization. We hope that you will enjoy
a rewarding career with us.

32

POSTMASTER GENERAL



SECTION 1

4110

Your Post Office Department

HIGHLIGHTS OF POSTAL HISTORY

Our postal service has come a long way since
1639, when all fetters for the English colonies
in America were delivered to a Boston tav-
ern . . . with the tavern owner serving as our
first "Postmaster."

Some of the more important events in our
postal history were:

1775 Benjamin Franklin was appointed our
first Postmaster General, by the Con-
tinental Congress at a salary of $1,000
per year.

1847 Adhesive postage stamps were first
used by the Government.

1858 First mail reached Los Angeles by the
overland route.

1860 The "Pony Express" began operation
between St. Joseph, Missouri, and Sac-
ramento, California.

1863 First house-to-house delivery of mail
in cities.

1864 Railway post office (RPO) service es-
tablished.

1885 Special delivery service established.

1896 Rural free delivery service was estab-
lished.

1913 Parcel post service was established.

1914 Motor vehicle operations established.

1918 First domestic airmail service was es-
tabl ished.

1935 First Trans-Pacific airmail service
the "China Clipper" San Francisco to
Manila, was established.

1963 ZIP Code was introduced.

33

PURPOSE OF THE POSTAL SERVICE

"Let us bind these people by a chain that
can never be broken and set about provid-
ing means for intercommunication so that
common interests and common under-
standing may prevail."

-GEORGE WASIII2iGTON

Our basic business is picking up and deliver-
ing our nation's mail. No other Government de-
partment has as many direct, daily contacts
with so many people . . . in large cities . . .

in rural villages . . . throughout the fifty
States, territorities and possessions of our
country.

Over the years the postal function has grown
into a nationwide network of services and fa-
cilities for distributing and exchanging infor-
mation, communicating intelligence, advancing
education and culture, and moving articles of
commerce and industry. This growth has made
the postal system a massive and complex opera-
tion involving different classes and sizes of mail
with various rates and special services. To keep
this growing operation moving effectively re-
quires the most imaginative use of manpower,

1



the adaptation of advancing technology, the use
of many kinds of transportation, the construc-
tion of carefully planned facilities, and the
continuing improvement of management tech-
niques.

Our entire economic system depends, to a
great extent, on a dependable. secure postal
service.

THE POSTAL ORGANIZATION

The Post Office Department is a part of the
Executive Branch of the United States Gov-
ernment. The Postmaster General heads the
Department and is a member of the President's
cabinet. Through its more than 30,000 post
offices, the Department collects and delivers
mail, sells postage stamps, and performs other
related duties.

Post Office Department Headquarters is lo-
cated in Washington, D.C. Fifteen regional
offices, located across the country, help manage
the operation of our post offices.

The office where you are now working is
headed by the postmaster. Post offices range in
size from those employing thousands of people
in our large cities to those in a corner of a rural
store where the postmaster is the only em-
ployee. Whatever the size of the office, every
employee plays a vital role in promptly moving
our nation's huge volume of mail daily to its
proper destmazion.

The person in your office closest to your ca-
reer development is your superviscr. He is
responsible for seeing that you are properly
trained, informA, and counseled. He will
gladly answer any questions on your work, as-
signment, schedule or on problems arising from
your duties as a postal employee. Your super-
visor or his representative will be happy to
show you an organization chart of your postal
installation.

Learn your local postal organization, its rules
and procedures, and how they all fit into the
nationwide mail-moving process.

SANCTITY OF THE MAILS

One of the greatest traditions of the Postal
Service is the manner in which privacy of the
mails is protected. This privacy is guaranteed
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by our Constitution. Federal law makes it clear
that the protection of mail, postal funds and
property is a responsibility of every postal
employee. Rare indeed is the employee who fails
in this public trust.

For the very few who do not take this
responsibility seriously, the penalties can be
severe. Dismissal from the service and possible
imprisonment can result from a willful failure
to safeguard the sanctity and privacy of the
marl.

are some violations of sanctity of the
mails?

116En . . An employee opens mail not
addressed to Eim and removes the con-
tents . . . removes canceled or uncanceled
stamps from letters . . . takes any postal
property for personal use.

DESTRUCTION ... Deliberate damage or
loss . . . All classes of mail are entitled to
the same safekeeping and proper delivery.
Mail is an instrument of business and com-
merce as well as a means of communications;
American enterprise depends heavily upon
the expeditious movement of the mails, and
a number of persons make their living from
the business generated by mail.

DAMAGE . . . Any neglect of duty that
results in damage to mails . . . careless
handling of parcels and other mail . . .

allowing mail to remain unprotected in bad
weather.



SECTION 2

Your Job and Responsibilities
THE CHANGING POSTAL SERVICE

The Postal Service is constantly undergoing
changes and advancements t.., ihiprove both
efficiency and service. You have an obligation
to yourself and to the Department to accept and
carry out each new policy, each new program,
and every procedural change.

Your interest in your assignment, your de-
sire to know your job, and your ability to grasp
the techniques and know-how, will determine
the success of your Postal career.

ACCURACY

You must distribute and deliver mail accu-
rately if we are to provide our customers with
the kind of service they expect and deserve. Ac-
curacy is a must in all postal work.

PRODUCTION

The relation between production and cost
that is so important to the successful operation
of private business is also important to the Post
Office Department. We must have good produc-
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tion from each employee. The Post Office has
standards that must be met to keep its opera-
tions under control z otherwise, it would require
far more employees than necessary to work and
deliver our mails.

Always bear in mind that we too are tax-
payers, the same as the customers we serve. Our
objective is and must be to move the mail as
economically as possible to avoid inexcusable
waste of our tax dollars. To do this, each indi-
vidual must be gainfully employed. Otherwise
we will contribute to a waste of tax money ap-
propriated for postal service.

OBEYING ORDERS AND
INSTRUCTIONS

Follow carefully your supervisor's instruc-
tions. He is responsible for controlling and
directing your work. Carrying out orders is
part of your job, and failure to do so is a serious
matter.

3



PERMISSION TO LEAVE
WORK AREA

When working inside a station or installa-
tion, do not leave your place of assignment
without first obtaining your supervisor's per-
mission. Delivery employees must stay within
the boundaries of their routes. Your supervisor
is responsible for your conduct and productiv-
ity, and must know your whereabouts at all
times.

PUNCTUALITY AND ATTENDANCE

When you are scheduled to work, it is im-
portant that you report for duty and report on
time. Every scheduled employee is needed to
keep the mail moving at a proper rate. Your

4
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unscheduled absence would place an added
burden on your fellow-workers and super-
visor. An employee is expected to report ready
for work, as scheduled, and on time. Absencxl
without official leave can result in disciplinary
action as well as loss of pay. When absent from
duty because of illness or emergency, report as
soon as possible by calling in to your work sta-
tion. Local procedures on this will be given you
in detail at the place where you work. Require-
ments include using Form 3971, Request for, or
Notification of, Absence, for reporting sick
leave.

PERSONAL APPEARANCE
AND HABITS

The Post Office Department has consistent,
close, and day-to-day contact with members of
the public and it is imperative that the publi'
have confidence in the honesty and integrity of
members of the Postal Service and that mem-
bers of the public believe that their mail matter
will be delivered quickly and safely. It is /Rally
important that employees do not weaken ,r)r de-
stroy that confidence by their conduct or by
their appearance. Employees whose duties bring
them into contact with members of the public
must be especially conscious of the fact that
their conduct and appearance can affect the con-
fidence of the public either favorably or unfa-
vorably.



SAFETY

Your safety and health are important to all
of us . . . and to you. Think safety and act
safely in all of your assignments. This will in-
sure protection to yourself and the mail. Enjoy
a full career for you and your loved ones with-
out injury and pain.

Safety rules are a result of a long history of
serious injuries and property damage. Obey all
safety rules.

PAYMENT OF JUST DEBTS

It is not the policy of the Post Office Depart-
ment to interfere in the private lives of employ-
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ees. However, the Department does require its
personnel to be honest, reliable, trustworthy,
of good character and reputation, and to con-
duct themselves, both during and outside of
working hours, in a way that reflects favorably
upon the postal service.

Postal employees must pay all just financial
debts. Complaints concerning nonpayment of
debts create embarrassment to the postal serv-
ice and to the employee. Failure to pay just
debts is a cause for disciplinary action, and can
result in dismissal.

HOURS OF DUTY

Your working hours will be determined by
the needs of the service. As a substitute, your
hours will vary more than they will when you
become regular. In larger offices, a great bulk
of mail is received at night. If you are required
to work between 6 p.m. and 6 a.m., you will be
paid 10 percent extra for the time worked.

5



SECTION 3

Sources of Postal Information

YOUR SUPERVISOR

If you desire assistance, information, or in-
,ructions, do not hesitate to talk over your

problems with your supervisor. Ile is interested
in your welfare, as well as in your proficiency as
a postal employee. Further detailed informa-
tion can be obtained by reference to the sources
of information that follow.

THE POSTAL MANUAL

This manual is published for the information
of all postal personnel by the Post Office De-
partment from Headquarters in Washington,
D.C. It contains postal policies, regulations and
procedures.

POSTAL BULLETIN

Issued by the Department from Headquar-
ters once a week, on Thursday, for the informa-
tion of all postal personnel: It contains tem-
porary instructions and other information
relating to operations of the postal service,
including philatelic news of interest to stamp
collectors. Permanent instructions are later
incorporated into the Postal Manual or some
other permanent issuance.
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REGIONAL BULLETIN

Issued by the Regional Director for the infor-
mation of all postal employees in his region.

BULLETIN BOARDS

Current information, notices, etc., are posted
on bulletin boards for employee's information.
When you first report for work, locate the bulle-
tin boards and refer to them regularly.

POSTAL LIFE
When you become a career employee, you will

automatically receive POSTAL LIFE, the De-
partment's magazine for its career employees.
Your copy will be delivered to your home. The
publication is intended as a ready, convenient
MEWS of communication with each employee as
an individual.

It is a readable, illustrated publication which
is intended to 1* an educational and enjoyable
experience for every one of its readers. The ob-
jective is to promote understanding among all
parts of the Postal System and to emphasize
everyone's share in our responsibility to provide
Americans with the best possible postal service.

POD PUBLICATIONS AND
HANDBOOKS

Contain instructions that are too limited in
application or too technical to be included in
the Postal Manual. Part 114 of the Postal
Manual lista the available publications and
handbooks.

POD Publication 73, Code of Ethical Con-
duct, for postal personnel. You will receive a
copy of this publication. When you do, read it,
for many of the regulations which govern postal
employees are contained in it.

POD Publication 53, Agreement Between
Post Office Department and Exclusive Orga-
nizations. Appendix A, Chapter 7, Postal
Manual ; and the local agreements between post-
masters and local exclusive organizations.



SECTION 4

What You May Expect of Us

ASSISTANCE

You will be assisted in ever/ way possible to
gain and maintain the skills needed to carry
out your duties quickly and safely. Nothing
that we can do for you, however, will replace
your own desire for self-development and self-
improvement.. Your interest in your postal
career . . . your desire to do your job right .
your ability to learn clerk or carrier skills . . .

all of these and more will determine your suc
ass as a person and as a postal employee.

FAIRNESS

You will be respected as an adult, treated
fairly and justly at all times, without discrimi-
nation of any sort. In turn, you will be required
to treat your fellow employees with respect, no
matter what their race, religion, sex, etc., may
be. If, however, you feel you have complaints
or grievances, well- defined procedures have been
set up to handle them.
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ADVANCEMENT OPPORTUNITY

In line with your ability and length of sere
ice, there are opportunities for you to advance
An your local post office, regional office, Head-
quarters, and the Inspection Service.

LEARNING OPPORTUNITY

You will be trained in the skills needed for
today's job; and, for your future development,
additional personnel assistance and facilities
will be at your disposal.

EVALUATION

At scheduled intervals, your performance
and behavior will be fairly evaluated by your
supervisor. Outstanding performance as well
as useful suggestions to improve the service are
processed through the incentive awards system
and may result, in cash awards and/or recogni-
tion to the employee.

7



INCENTIVE AWARDS

The Congress enacted the Incentive Awards
to provide a tangible means for encouraging
employees to participate in the improvement of
Government operations and to recognize and re-
ward employees for their participation.

Under this authority you may earn recogni-
tion for outstanding performance of duties,
superior achievements for special acts or serv-
ices which are over and above normal work re-
quirement4. This recognition may be either a
Superior Accomplishment Award which is a
one-time cash award or a quality step increase
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which places you in a higher step in your level
and is in addition to the normal periodic step
increases you earn for satisfactory performance.
Your performance and behavior will be fairly
evaluated by your supervisor who will recom-
mend performance recognition when warranted.

SUGGESTION AWARDS

You may also earn recognition for sugges-
tions which contribute to improvement in postal
operations. This recognition may be in the form
of a letter of commendation, certificate or a cash
award up to $25,000 depending on the value of
the adopted idea.

Employee suggestion 'Wanks, Form 1269, are
available at the installation in which you work.
You are invited to submit any ideas you may
have to improve post office operations. A sugges-
tion should identify a problem and present your
conclusion as thoroughly as possible since the
presentation must convince those who evaluate
youv suggestion that the idea is workable and
worthwhile. The amount you may earn under
this authority is only limited to the extent that
you search for constructive ideas and hand them
in to your supervisor who begins the objective
evaluation process though the final decision may
rest in Headquarters.



SECTION 5

Your Rights and Benefits

SALARY

The salary for your present job is set by law
and is available from the personnel officer who
processed your employment papers or from the
Postal Manual. Your first pay day will be one
week after the end of the pay period and every
two weeks afterwards.

You may qualify for a periodic within-level
increase of one salary step after the first 52
weeks on the job. To earn this increase, you
must have a record of satisfactory perform-
ance. You may continue to qualify periodically
for additional step increases, if your perform-
ance continues to be satisfactory. Employees
who perform work between the hours of 6 p.m.
and 6 a.m. are paid 10 percent extra of their
basic compensation, as previously mentioned.

Deductions are made from your pay check
for Federal and State income tax, retirement
andif you so desirelife insurance, health
insurance, Savings Bonds and union dues. A
good way to save regularly is by purchase of
Savings Bonds through payroll deductions.

LIFE INSURANCE

You are covered by life insurance from the
first day you enter on duty unless you sign a
form stating you do not wish to be covered. If
you so state, you cannot buy this insurance until
a year later and not even then unless (1) you
are under 50 years of age, and (2) you pass a
physical examination. The amount of insurance
you may buy is determined by your rate of pay
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The small premium is deducted from each pay
check.

Optional life insurance in the amount of
$10,000 is available under the same general eligi-
bility conditions as regular insurance and pay-
ment of extra cost based on age.

HEALTH BENEFITS

Various plans for protecting you and your
family against the expenses of illness and acci-

dent are available. The Federal Government,
as your employer, will pay part of the cost. The
amount you pay and the benefits you get are
described in brochures available from the per-
sonnel office. Unless your type of appointment
prohibits coverage, you will be required to
register under the Federal Employees Health
Benefits Program within 31 days after the
effective date of your appointment. Your post-
master or personnel office will assist you..



LEAVE

In the Post Office, approved time off is called
leave. You may take leave for vacation (annual
leave), for sickness (sick leave), for official
ordered military training (military leave), for
personal affairs (charged against your annual
leave) and for jury duty (court leave).

ANNUAL LEAVE
Employees earn annual leave as follows:

First 3 years of service-1 hour for each
20 hours in a pay status, not to exceed 104
hours per year (13 eight-hour days).

3 to 13 years of service-1 hour for each 13
hours in a pay status, not to exceed 160 hours
per year (20 eight-hour days).

15 years or more of service-1 hour for
each 10 hours in a pay status, not to exceed
208 hours per year (26 eight-hour days).
As a new employee, you must be employed

for 90 days before you can use annual leave
and, as long as you are a substitute, you must
earn annual leave before you can use it.

The amount of leave you earn depends upon
your length of Government service, including
creditable military service. Vacation periods
are arranged, generally, according to needs and
conditions existing at the installation where
the employee works. Obviously, it would be
impractical for all employees to leave on vaca-
tion during the same period. However, when
you have earned annual leave, you can apply
for such leave, or part of it, on a Form 3971. If
conditions permit, your supervisor may ap-
prove your application. Although annual leave
may be granted in minimum units of 1 hour to
attend to personal affairs or for emergencies
(with permission from your supervisor), you
are encouraged to take a vacation every year to
enjoy some rest and recreation. This is the
major purpose of annual Faye. You may carry

10
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over annual leave, not to exceed 30 days, to a
new leave year.

SICK LEAVE
You are entitled to use sick leave whenever

you are unable to work (1) because of illness;
(2) because you have been exposed to a con-
tagious disease (one from which your local
health authorities quarantine) which would
endanger the health of others if you were at
work; (3) because it is necessary for you to be
absent during your scheduled tour for medical,
dental or optical examination or treatment. Sick
leave is granted in minimum units of one hour.
All employees earn sick leave at the rate of 1
hour for each unit of 20 hours in a pay status,
but no more than 104 hours during any calen-
dar year., There is no limit on the amount of sick
leave you can accumulate. Thus, it is possible
to protect yourself against loss of income in
case of a long illness. Give notice of illness as
soon as practicable so that the cause of your
absence may be known at the earliest possible
time, the facts recorded, and schedules adjusted.
If it becomes necessary to leave home for any
reason while on sick leave, leave word where
you can be reached, should your absence be
investigated. Complete an application for sick
leave on Form 3971 promptly upon return to
duty. If absent for more than 3 days, a medical
certificate or other acceptable evidence is
required.

As a general policy, the certificate of a physi-
cian is not required to cover an absence of 3
days or less, unless it is deemed desirable for the
protection of the interest of the service. If an
employee has a poor attendance record, he may
be required to submit medical or other admin-
istratively acceptable evidence to justify any
absence from duty to be covered by sick leave.



MILITARY LEAVE

If you are a member of the National Guard
or one of the reserve forces of the military serv-
ice and worked as much as 1,040 hours in the
preceding calendar year, you may be entitled
to military leave not exceeding 80 hours in a
calendar year without loss of pay, for field exer-
cises or instruction (drills). Abence from work
for these purposes is without charge against
annual leave. However, should you exhaust your
military leave, absence must be charged to an-
nual leave or LWOP. Postal employees who are
members of National Guard units called to duty
by State governors are not entitled to military

ileave if their unit is not federalized. However,
postal officials may grant up to three days ex-
cused absence when employee members of Na-
tional Guard units are called to duty by State
governors and are not federalized. Leave beyond
the three days must be charged to annual leave
or leave without pay. When covered by military
leave, present your official orders to your post-
master or personnel office before your scheduled
military assignment.;

JURY DUTY

When called upon to serve as a juror in a
Federal or State Court, or as a witness in an
official capacity for the Post Office Department,
a substitute employee may retain fees received
for court or jury duty. He will not receive any
pay from the Post Office for this time. However,
an annual rate employee will receive his regular
salary during the time he is on court or jury
duty. The fees he receives from jury duty will
be turned over to the Post Office Department.

SENIORITY

In general, seniority refers to status, priority
or precedence of personnel, achieved by length
of service in a given job, as in determining an
employee's relative standing for promotion or
for a desired assignment. Details on rules of
seniority are in the National Agreement between
the Department and the employee organizations
which is contained in Appendix A, Chapter 7
of the Postal Manual.
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GRIEVANCE PROCEDURES

If you have a grievance, consult your super-
visor. He is interested in maintaining proper
conditions and will want to correct a problem
as much as you do. Most grievances can be set-
tled immediately. If detailed information on
Grievance Procedures is desired, refer to part
746 of the Postal Manual. If you desire assist-
ance or clarification of information or instruc-

tions, do not hesitate to discuss your problems
with your supervisor. He is interested in your
welfare, as well as your proficiency as a postal
employee.

POSTAL EMPLOYEE
ORGANIZATIONS

Executive Order 10988 of January 17, 1962,
Employee-Management Cooperation in the
Federal Service, grants employees of the Fed-
eral Government the right, and protection in
the exercise thereof, without fear or penalty or
reprisal, to form, join and assist any employee
organization or to refrain from any such activ-
ity. In exercising this right, employees and
their representatives shall be free from any
interference, restraint, coercion or discrimina-
tion except that (1) postal employees shall not
join any organization or association which
directly or indirectly imposes upon them any
obligation or duty to engage or assist in any
strike against the Government of the United
States; (2) postal employees shall not join any
political party of any organization which advo
cates the overthrow of the constitutional form
of Government of the United States.

11



Each employee organization has local repre-
sentatives who will be glad to explain the bene-
fits they believe would interest an employee in
becoming a member. A list of exclusively recog-
nized national organizations is in Appendix A
to Chapter 7 of the Postal Manual.

EQUAL EMPLOYMENT
OPPORTUNITY

It is the policy of our Government to provide
equal opportunity in Federal employment for
all qualified persons, to prohibit discrimination
in employment because of rate, religion, color,
national origin, or sex, and to promote the full
realization of equal employment opportunity
through a positive, continuing program in
each executive department and agency, The
policy of equal opportunity applies to every
aspect of Federal employment policy and
praet ice.

Any employee who feels he has been discrim-
inated against because of his race, creed, color,
national origin, or sex, may file a complaint
without fear of reprisal.

SOCIAL SECURITY

All postal employees in the temporary cate-
gory are under the Social Security Act. Until
career status is achieved, such employees are
not subject to the Civil Service Retirement Act.
The Social Security Program provides for
annuities at age 62 or 65 and protection for
dependents.

12
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RETIREMENT

At this stage of your career, retirement prob-
ably seems a long way off. Nevertheless, the Gov-
ernment's concern for your welfare is best
shown in its fine retirement plan.

A percentage of your earnings is withheld
each pay period, and, if you are a career em-
ployee, this money stays in the Civil Service
Retirement fund until you retire or leave the
practice. The Post Office Department is fully
committed to this policy. Hirings, assignments,
promotions, and all other personnel actions will
be made on the basis of merit and qualifications.

Your postmaster or personnel officer will be
happy to give you an example of how much
your retirement might be. Your copy of Certifi-
cate of Membership in the United States Civil
Service Retirement System will also furnish
you complete information.

SCOPE OF THIS BOOKLET

The scope of this booklet is limited to matters
of most frequent or greatest interest to new
employees. More detailed information can be
obtained by referring to the sources of postal
information mentioned on page 6. If you have
a problem or any unanswered questions, talk to
your supervisor. He wants to assist you in any
way he can, and one of his primary duties is to
help you adjust satisfactorily to your new job.



THE PRINCIPLES OF GOOD PATRON RELATIONS
Good Customer Relations Are an Important Part of Your Job. Whenever and Wherever YOU Deal With
Customers, YOU Represent the Post Office.

To Your Patrons, You ARE the Post Office. It is easy to Build Good Will, Here's how:

SMILE...It's Contagious
A friendly smile is a winner, time after :ime.
It puts the customer at ease and on YOUR side.
"Smile and the World Smiles With you. , ,"You'll get mighty few

scowls when YOU lead with a smile.

Show Interest and Courtesy
Be sympathetic with your customer's problem.
Listen attentively.
Don't hurry your customer, hear him out.
Promise your helpand KEEP that promise.

Be Competent...Know Your Job
The customer expectsand deservescompetence and correct

information.
Learn all you can about your jobknow it thoroughly.,
If you don't know, admit itand find the answer.
Don't guess or bluff; your customer will lose confidence in you

and in the Post Office.

Some DOs
Do your best to win your patron's friendship.

11
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"Do Unto Others. . ." Treat your customer with respect, the
same respect you wish from him.

Do the courteous thing at all timesbe patient and considerate.

Some DON'Ts

-\

Don't contradict or criticize your customer; simply explain your
viewpoint.

Don't argue with a patron; arguments are always lost, never won.
Don't jump at conclusions;- be sure of your ground before you

speak,
Don't demand or insist; instead, politely suggest.
ABOVE ALL.

DON'T FORGET...`/kg Smile and 4014 Quetiof

45
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General Orientation Requirements

230 GENERAL ORIENTATION REQUIREMENTS

POST OFFICE DEPARTMENT

Training
Wen No
010

230 (p. 1)

GENERAL ORIENTATION REQUIREMENTS

Topic
For All Entry Level Positions (except
appointments for less than 60 days) I nitoetrination

Instructor to be (Position)

Postmaster or t)esignee

Where Should Training be Conducted

Classroom or quiet area

When Should Training be Conducted

It practicable. first day in duty status

Points to be Covered

Basle Time

15 minutes

Instructional Aids and
Notes for Instructor

A. Importance of observing requirements

It. Purp(Ne of orientation program

C. Information to he remembered

D. Function of post office

E. Importance of t hue and accuracy

F.; Relationship of postal employees to the public

G, Conduct min i red of postal employees

II., Manner in %% hick dut ies are performed

1, Import a twe I if obeying orders front supervisors

.1. Maintenance of sat isfactory personal habits

K. Structure of Post Office Department

L. Equal Employment Opportunity--Relationship of postal em,
ployees to each other ( different races, religions, etc.)

M. R(,le of supervisors

POD arm 54
May 1914
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General Orientation Requirements

POST OFFICE DEPARTMENT

GENERAL ORIENTATION REQUIREMENTS
Training TopicWen. No

For All Entry Level Positions (except
010 aPpointments for less than 60 days) Time Recording Procedure

Basic Time

20 minutes

Instructor to be (Position)

Training officer or Official Responsible for Personnel

Where Should Training be Conducted

Classroom or quiet area

When Should Training be Conducted

It practicable, first day in duty status

Points to be Covered Instructional Aids and
Notes for Instructor

I. Otter than PSI )S Offices

A. Function and explanation of timecards

B. Time recording procedures

(', Importance of ringing timecard correctly

1), Prohlbit ion against allowing anyone else to ring timecard
and handling cards improperly

IL PSIS Offices
A. Ex planat ion of Postal Source Data System

B. Film 0 peration of Input Deriees

('. Fano ion.: of badge card and badge reader

D.. Recording procedures

E. Discussion of informal ion in Publication 106

Form 1230 and 1232

16mm projector and screen
16mm film Operation of Input

Derices

POD Publication 106

POO Am 2342
May MS

47 n-2, 7-1-69



General Orientation Requirements 230 (p. 3)

- -
Training
'den No

010

POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS

For All Entry Level Positions (except
appointments for less than 60 days)

Instructor to be (Position)

Training Officer or Personnel Assistant

Where Should Training be Conducted

'lasaroom or quiet area

Topic

Vital Service

When Should Training be Conducted

If practicable, first day in duty status

Basic Tim*

30 minutes

Points to be Covered Instructional Aids and
Notes for Instructor

A.. Theme of session (communication and service)

li. Primary function of post office

( Int rodnet ion of film

I )iscussi on of film

E. Roles of different crafts

F. Assignment to duties normally associated with another craft

G. Importance of good customer relations

Show film, Vital Service

16mm projector and film, Vital
Service

POD Form 2542
May VMS

TL-2,



General Orientation Requirements 230 (p. 4)

POST OFFICE DEPARTMENT

GENERAL ORIENTATION REQUIREMENTS
Training TopicIdol. No For All Entry Level Positions (except
111 appointments for less than 60 days) Employee Obligations and Personal Appearance

Basic Time

40 minutes

Instructor to be (Position) When Should Training be Conducted
General Superintendent of Mails or Director, Opera-
thous or Designee

If practicable, first day In duty statusWhere Should Training be Conducted

Clinam man or quiet area

Points to be Covered Instructional Aids and
Notes for Instructor

A. Probationary period and supervisor's role in evaluating em-
loyees

It. % duat ion standards
'. Punctuality and attendance

I ). Procedure ft a. 11(4 living uork stat i(ni when unable to report
for dot> 1S scheduled

K. Leave F(I11111 3!171 and ATA1. program
F. Requirement s for medical certificate or other acceptable evi-

dence of incapacity for stork for absences over 3 days or
when employee Is suspected of abusing sick leave privilege

rr, Obeying orders and instruct ions from supervisor
11 Prohibition against delivery employees deviating from route

and ohm employees lea% tug ma: area without permission
1. ,lob per formative

.1. Pen-011a I appearance and eleanijnetis

K. Type of clothes to ttear on following day when reporting for
craft orientation and job assiginnent

I, Current address nil telephone numberon file

M. blew ificat ion badges or buttons

N. Outside employment, smoking, drinking intoxicating bever-
ages, use of narcot lc, and drugs, or gambling while on duty.,

sting others for personal gain while on duty,

Chart of standards

Form 3971

POD Form 2542
Moy 1563
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General Orientation Requirements 230 (p. 5)

Training
Men No.

010

POST OFFICE DEPARTMENT

GENERAL ORIENTATION REQUIREMENTS
Topic

For All Entry Level Positions (except
appointments for less than 60 days) , Sanctity of the Mails

Instructor to be (Position)

Local Inspector. when available

Moore Should Training be Conducted

Cla98r01 Itil sir quiet area

Points to be Covered

Basic Time

10 minutes

When Should Training be Conducted

If practicable. first day in duty status

Instructional Aids and

A. Sanct ity of the seal

B. Proper handling of mail

Function of inspection service and observation galleries

I). Examples cited of employees who violated the sanctity of the
mails

Notes for Instructor

POO Nal 2542
May INS

50
7 -1-65



General Orientation Requirements 230 (p. 6)

POST OFFICE DEPARTMENT

GENERAL ORIENTATION REQUIREMENTS
raining Topic

Men. No For AU Entry Level Positions (except
appointments for less than 60 days) Safety and Emergency Procedures

Basic Time

40 minutes

Instructor to be (Position) When Should Training be Conducted

Safety °Meer or Personnel Assistant

Where Should Training be Conducted

classrotnn or quiet area

It practicable, first day In duty status

Points to be Covered Instructional Aids and
Notes for Instructor

A. Accident I ate in post office and primary causes

I. Unsafe practices and conditions

Location of first aid unit

I). Compensation benefits and discussion of Form BE(' -11

E. Discussion of Civil Defense procedures

F., I )isciu-sion of local emergency procedures

I dent i tient ion of fire alarm signal

Lit ;at ion of fire exits

Locat ion of fire extinguishers

Building evacuation procedures

G. Other conditions peculiar to your installation such as hurri-
canes, severe snow, tornadoes, etc.

IL What to do in case of fire

I. Smoking regnilat ion

Sa fety Slide Kit for (general Orientation

Give employees Form BE(' -11

General Orientation Handbook
for New Employees, part 220

Slide-Script Kit on Safety for
General Orientation

POD RIM 2$42
May 196$

51 TL-t, 7-1.49



General Orientation Requirements 230 (p. 7)

POST ornce DEPARTIABIT
GENERAL ORIENTATION REQUIREMENTS

Training
: Topic

1 Basic TimIgen. No lfor All Entry Level Positions (onset i
appointments for hiss than 60 days) i ZIP Code010 15 titling Pt,

Instructor to be (Position)

Training Meer
When Should Training be Conducted

If practicable, first day in duty status
ShouWhere ld Training be Conducted

Classroom or quiet area

Points to be Covered Instructional Aids and
Notes for Instructor

A. Explanation of ZIP Code

B. Discussion of POI) Publication 87
What is ZIP Code?
Who benefits and how ?
Services available to the customer
Two-letter State abbreviations

_ ----

POD Publication 87

May 194$

52 TI-2. 7-1-49



General Orientation Requirements 230 (p.

POST OFFICE IREPARYIAINT

GENERAL ORIENTATION REQUIREMENTS
Training ,

! Telpie
IS"' No for AU Entry Level PositioneAexoeld
010 s"sbs"suts for 1sss than su "SE ! Discussion of Fringe Benefits and Conclusion

Beak Time

30 minutes

Instructor to be (Position)

Training Officer or Otlicial Responsible for Personnel

When Should Veining be Conducted
1

If practicable, first day in duty statusShould TraWhere ining be Conducted

Classroom or quiet area away from work area
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Handbook on the Following::

A. SalaryHourly and annual scales for grades of em-
ployees in attendancePaydayWhere pay checks are
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B. Annual LeaveNumber of days earnedWhen it can be
used

C. Sick LeavePurposeNumber of days earned
D. Life InsuranceAmount of coverageCost to employee

and the Government

E. Health InsuranceHow to enrollWhen to enroll
Where to enrollTypes of plans available including
employee organization plans

F. RetirementDisability provisionsHighest possible an-
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G. Incentive Awards
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I. Conclusion
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Training
hien No
010

POST 0.710E DEPARTMENT

GENERAL ORIENTATION REQUIREMENTS

for All Entry Level Positions (es
coot appointments for less than 60 Tour of Major Mail Processing Installationsays)

Topic

Instructor to be (Positron)

Lim Foreman

When Should Training be Conducted

Classroom or Qtd"..t area away from work area

Beek Throe

30 minutes

When Should Training! be Conducted

If practicable, first day in duty status

Points to be Cavorted

A. Discuss diagram of work areas and flow of mail

B. Explanation of incoming and outgoing mails

C. Tour of major work areas

D. Discussion of work areas observed on tour and interrelation-
ship of the different crafts

Give each distribution clerk trainee a diagram of case to
which they will be initially assigned. Ask them to study
location of separations and bring diagram to class the fol-
lowing day.

°Ali sew craft employees, except mailhandlers and clerks. who are to be
assigned to the major facility. For clerks and mailhandlera, assigned to
the major facility, see part 320 and 330 for Information on their tours

Instructional Aids and
Notts for Instructor

Diagram of major work areas and
flow of mail, (Either furnish
to each trainee or outline on
visual aid.)

POO Pam ISO
May 1146
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41111 240 INSTRUCTOR'S GUIDE FOR GENERAL
ORIENTATION OF NEW EMPLOYEES

241 Welcome by Head of Installation
or Designee

This part of the program should he developed by the head of the installation. The paragraphs
labeled requirements must be covered at each session. The others are simply guidelines and are not
all-inclusive.

Key Points

Welcome to the
post office

Desire that you
make a career
in the post office

A good job but
not an easy one

Informat ion
furnished in the
orientation
sessions

Purpose of the
orientation
program

Information that
you should
remember from
these sessions

TI.-2, 7-i-49

Time f 15 Minutes
Discussion Presentation

On behalf of the (number of) employees of
the (name) post office, I would like to
welcome you to the postal service. The Post-
master General also expresses his welcome to
you in your copy of the Orientation Hand-
book. We hope you adjust satisfactorily and
quickly to your new job.

Many of our employees have made fine careers
in the post office. We hope that you will too.
(Relate instances of employees retiring with
various years of seniority)

These retiring employees found the post office
job a good one and worthy of pursuing as a
career. We hope you will have a similar experi-
ence. However, there are certain requirements
you will have to fulfill if you wish to make a
career out of the post office.

During these orientation sessions, many of
these requirements will be discussed. Make
note of them and ask questions if anything is
not clear. Your career in the post office will de-
pend upon your observing these requirements.

This orientation program will give you the
information you need to exercise your rights
and privileges and to fulfill your responsibili-
ties as a postal employee.

The following items will be discussed in detail
during these orientation sessions. You should
pay very close attention to them since your
future in the Postal Service is closely related
to them.

; 55

Instructional Aids
Instructor Notes
Related Trainee Activity

Attentiveness, listening
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Key Points

Information that
you should
remember from
these sessions
(Con't.)

Function of the
post office

Our motto
SPEED AND
ACCURACY

Relationship to
the public

Higher
requirements

Instructor's Guide for General Orientation of New Employees

DiscussionPresentation

I, Policies, rules and procedures governing
postal employees

2. Standards of conduct and performance
for postal employees

3. Importance of observing the sanctity of
the mails

4.. Requirements of your job and why they
must be observed in order to complete the
probationary period satisfactorily

5. The importance of safe working practices
and of responsible conduct at all times.

The post office has an absolute monopoly on
the business of delivering letter mail over post
routes. No other organization can deliver let-
ter mail over these routes. However, with this
monopoly goes an obligation to the public to
accomplish our mission as accurately and as
fast as possible.

Our motto is speed and accuracy. Accuracy is
necessary when handling mail, for if not ob-
served, mail will have to be rehandled, result-
ing in delay. Speed and accuracy are needed

ifrom all employees n distributing, transport-
ing, and delivering mail.

Those of you who will meet the public should
realize that you are now representing the post
office. The image you create could very easily
become the customer's impression of the entire
post office. Therefore in your contacts with the
public, be as pleasant and cooperative as
possible.

The conduct of postal employees as servants of
the public, is subject to more restrictions and
to higher standards than that required in
many jobs. The conduct of employees during
and outside of working hours must reflect
favorably upon the postal service. It is not
the policy of the Post Office Department to
interfere with the private lives of employees,
but postal personnel are required to be honest,
reliable, trustworthy, and of good character
and reputation.

56

Instructional Aids
Instructor Notes
Related Trainee Activity

Attentiveness, listening

Requirement

Requirement

( Ref :PM 744)
( Pli 20656,8-1-68)
Requirement

TL-2, 7-1-62
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242 Time Recording Procedures

Key Points

1 Function of
timecard

2 Explanation
of timecard

3 Time
recording
procedures

4 Ringing
timecards

OTHER THAN P.S.D.S. OFFICES

Time : 20 Minutes
DiscussionPresentation

State that pay is based on the time represented
by rings placed on timecard.- No other record
of time worked is kept.

(Give blank timecards to trainees)
Explain the location of spaces for each ring:

1. Beginning of tour
2. Out for lunch
3. Back from lunch
4. Out at end of tour

Explain the four spaces for each day in pay
period.
Explain the front and back of timecard:,
spaces for rings for seven days on each side.
Stress importance of ringing in on the proper
space and for the proper day,
Show the front and back of card.
Explain where rings are placed for beginning
of pay period..

Select space for first ring of today,
Explain the procedure for ringing.
Insert space under prong of timeclock.
With left hand, extend card in timeclock as
far as it will go.
Hold card in with left hand; verify that space
is centered correctly by centering the lines of
spaces at back of timecard.
Continue to hold card in place with left hand.
Pull lever down with right hand.

Demonstrate the ringing procedure.
(Have trainees ring their cards; observe and
correct when necessary)

5 Other functions social msearity number, pay location number,
of 4i,neeards animal leave balance and sick leave balance.

(Memorize the first two when they appear on
the card.)

it-2. 7-1-69

242 (p. 1)

Instructional Aids
Instructor Notes
Related Trainee Activity

Ref : F-21 Handbook
PM 843 and 744

Follow explanation by ob-
serving the items under dis-
cussion on the timecard that
was passed out

Go to timeclock

Ring t iniecard properly
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Key Points

6 Who may ring
timecard

7 Importance
of ringing
correctly

8 Prohibitions
against
handling cards
improperly

9 Clarifying
questions

Explanation of
the Postal Source
Data System

Badge card

Badge reader

Recording
procedures

DiscussionPresentation

Make clear that only the employee is allowed
to ring his timecard. (Each employee must
ring only his own timecard and never allow
anyone else to ring it, If an employee violates
this rule, he falsifies a time record and breaks
a Federal law.)

Question trainee
"Why is it important that you ring your card
correctly?"

Explain that these are data processing cards
and must be run through a computer; thus,
they must not be torn or mutilated in any way,
Do not place paper clips or any other extrane-
ous matter on them.

Ask for questions on timecards and recording
of time on timecards.

IN P.S.D.S. OFFICES
Time 20 Minutes

Explain that the Postal Source Data System
collects and prints data, by automatic data
processing means, for time and attendance,
labor distribution, and volume recording of
mail.

Introduce and show film-0 proltiOn of Input
Pr rices

Discuss the following functions of badge
cards:,

1, Each employee is issued a badge card
with name, social security number and
other information for administrative
purposes printed on face of card.

2. Your time and attendance recorded from
the badge card by a badge reader are
used as a basis for your pay check.

Demonstrate how the badge card is placed in
the badge reader.

Show how the following activities are
recorded:,

1. Begin tour

58

Instructional Aids
Instructor Notes
Related Trainee Activity

Ring timecard properly

Response should indicate:. It
is the only record kept of
time worked; or it is the
basis for pay; or something
similar

Ask questions if anything is
not clear

(Ref : POD Publications 104
and 106)
AttentiveListen
16-mm projector and screen
16-nun filmOperation of
Input Devices
POD Pub. 106, Postal Source
Data System
POD Pub. 104, 13505 Su-
perrisor's Handbook

TL -2, 7 -1.69
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Key Points

Manner in which
duties are
performed

Obey orders from
supervisors

Maintenance of
satisfactory
personal habits

Attendance
requirements

Short history
of the local
post office

Structure of
the Post Office
Department

11-2, 7-1-69

DiscussionPresentation

Postal employees shall be prompt, courteous,
and obliging in performing their duties. They
shall attend quietly and diligently to their
work and refrain from loud talking and pro-
fane language on or near postal premises and
when on street duty.

Postal employees shall obey the instructions
of their supervisors. When an employee feels
he has reason to question the propriety of a
supervisor's order, he shall nevertheless carry
out the order. He may file a protest later under
the official grievance procedure, if he desires
to do se,

Postal employees are required to maintain
satisfactory personal habits so as not to be
obnoxious or offensive to other persons or to
create unpleasant working conditions. Clean-
liness is a must for all postal employees.

Postal employees are required to be regular in
attendance and shall not absent themselves
from duty without permission. Employees
failing to report for duty on days they are
scheduled, including Saturdays, Sundays, and
holidays, will be considered absent without
leave except in actual emergencies which pre-
vent obtaining permission in advance.

The post office was established
in . The first office was located at

and street. In
we had employees, to-

day we have carriers, clerks,
mailhandlers, etc, Our receipts in
were $ ; last year our

receipts amounted to $

Discuss the organizational structure of the
post office.

Local Post OfficeNames of postmaster,
assistant postmaster or
directors of installation
and operations

Relationship of local post office to regional
office

59

Instructional Aids
Instructor Notes
Related Trainee Activity

(Ref : PM 744)
(PB 20656, 8 -1 -68)
Requirement

Requirement

Requirement

Requirement

Prepare locally
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Hey Points

Structure of
the Post Office
Department
(Con't.)

Equal
Employment
Opportunity

Role of
supervisors

DiscussionPresentation

Give the Regional Director's name.
Relationship of regional office to Headquar-
ters in Washington, D.C.
Give names of the Postmaster General and
Deputy Postmaster General
Explain relationship of Postmaster General
to the President and the Congress
Tie back to how ultimately we are all respon-
sible to the public

Discuss the Equal Employment Opportunity
Program
Explain that employees may be working with
or supervised by persons of national origins
or religious beliefs different from theirs, and,
if unable to accept a work situation of this
nature, they should consult the personnel
office.

The supervisors of this post office are pledged
to do everything they can to assist each em-
ployee to make a satisfactory adjustment to
the post office job. If at any time you need as-
sistance, contact your immediate supervisor.

Closing Remarks (Develop appropriate closing remarks.)

6)

Instructional Aids
Instructor Notes
Related Trainee Activity

Prepare locally

TI.-2, 7-144



Instructor's Guide for General Orientation of New Employees 242 (p. 3)

Instructional Aids
Instructor NotesKey Points DocussionPresentation Related Trainee Activity

Recording 2. Out to lunch
procedures 3. In from lunch
(Con't.) 4. Moving to new assignment

5. End tour

POD Publication Give trainees POD Publication 106 and dis- Read publication106, Postal Source cuss information in this publication.
Data System

Clarifying
questions

TL-2, 7-149

Ask for questions if anything is not under- Ask questions if anything is
stood. Explain that additional instructions not clear
will be given, when needed, by theirsupervisor.

61
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243 A Vital Service
Instructional Aids

Tittle: 30 Minutes Instructor Noted

Key Points nuteussionPresentation Related Trainee Activity

State that the theme of this session is service.

Primary State that the post office is a service organiza-
function of tion. Our primary function is to render a serv-
post office ice to the public.,

Raise Question "What is the service that the
post office renders to the public ?"
Explain that "delivery of mail" is substan-
tially correct since this is the primatly concern
of the post office., Note, however, that in order
for our delivery employees to do their jobs
correctly, many other activities are necessary.
Mail must be collected, processed and trans-
ported before it can be delivered.

Introduction Prepare trainees for film:
of film I am going to show a film that portrays the

(or slides or roles of our different employees' crafts in ac-

brochure) complishing the primary mission of the post
office. Thy: title of the film is A Vital Service.
Identify the services performed by your
particular craft in the film. We will discuss the
interrelationships of all crafts afterwards.
(Use same approach if introducing slides or

brochure.)

Discussion of
film

Role of crafts

Carriers

Response indicated: "De-
livery of mail," or something
similar

Show film or slides or discuss brochure. 16-mm projector movie
screen, film, "Vital Service"

Observe that trainees have seen how our
different crafts perform their job..; in the post
office. Note that some employees never deliver
mail but all jobs are important in accomplish-
ing this vital service we render to the public.

Discuss some of the interrelationships in-

volved between the different crafts. Start
questioning period. Before the carrier receives
mail for delivering, what other crafts are
involved?

Clerks That part does the clerks craft play in this
function?

Response indicated: Before
the carrier receives the mail,
it must be processed by clerks

7.1-49
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Key Points

Mailhandlers

Motor
vehicle
operators

Vehicle
maintenance

Special
delivery
messengers

Mail processing
equipment

Building
service

Assignment to
duties normally
associated to
another craft

TL-2, 7-1-69

ThscusstonPresentation

How is the mail prepared before reaching dis-
tributing units?
What craft is responsible for this activity?

How is the mail transported between ter-
minals, airports, and stations?

Whose responsibility is it to keep vehicles in
top operating condition ?

Show approval as period proceeds, for
example
"That is correct, vehicle maintenance person-
nel are responsible for maintaining our vehi-
cles in top operating condition so the MVO
employees, motorized carriers, and special de-
livery messengers can perform their jobs.

Whose responsibility is it to maintain our
mail processing equipment in top operating
cond it ion ?

The importance of this function is evident. If
the machinery in our facilities was not kept
in top-operating condition, mail could not
move, would not be canceled, etc.

What is the role of our building service
employees? Our health and well-being depend
upon people in this craft performing their job
efficiently.

1. Note that, trainees have seen roles primarily
performed by different crafts.

2. Indicate it is the Department's policy to
have work performed by crafts as shown.
Exceptions to this policy may be made,
however, when service needs require.

3. Employees may be used in a dual capacity
as needs of the service require.

Pose question:: "Could clerks be required to
deliver mail ?" Explain "This is true, for our
primary objective is to accomplish the earliest
possible delivery of mail. In some instances,
as the needs of the service require, you may
be called upon to perform duties other than

63

Instructional Aids
Instructor Notes
Related Trainee Activity

Mailhandlers, primarily, are
concerned with canceling,
facing, and preparing mail
for distribution

This is a duty of motor vehi-
cle operations personnel

Vehicle maintenance person-
nel

Mail processing equipment
employees (MPE)

They are responsible for
maintaining clean and
healthful conditions in our
facilities

Response indicated :,"Yes."
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Instructional Aids
Instructor Notes

Key Points DiscussionPresentation Related Trainee deficit!!

Assignment to those specifically stated in your position Response indicated: "Yes."
duties normally description."
associated to
another craft
(Con't.)

Importance of Discuss the importance of practicing and
good customer maintaining good relations with the public.
relations Public contact employees, such as carriers,

special delivery messengers, and window
clerks, have an important function in estab-
lishing good public relations. Realize that you
are establishing a public image for all postal
employees. This image will also affect the way
the public will respond to you in your future
contacts.

State that our public contact employees are
often made aware of the service function of
the post office. Unfortunately, our other em-
ployees are not able to develop this awareness
through face to face contact with the public.
Nevertheless, all postal employees are equally
responsible for giving the best service to the
public.

Clarifying Are there any questions concerning the film Ask questions if anything is

question or discussion ? not clear

64
S11-2, 7-1-0
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244 Safety and Emergency Procedures

Key Points

Safety
Accident rate in
post office

Primary causes
of accidents in
post office

Steps in
safe lifting

Causes c' falls

T1-2, 7-1-49

Time: 40 11Inutes
DiscussionPresentation

Explain that post office work is not high-
hazard type work, but our injury frequency
and severity rate should be lower. Most in-
juries to postal employees are caused by
employee error., About 85 percent are due
to unsafe acts of persons, or are a result of
acts contrary to established safety procedures
and instructions.

State that the primary causes of accidents in
post offices are unsafe lifting and failure to
observewhich in turn results in slips, trips
and falls. Other major causes are striking
against objects, dog bites and motor vehicle
accidents. Also bear in mind as we increase
mechanization, accidents in this area become
pertinent.

Discuss steps in safe lifting :,
1, Keep load close to the body
2. Bend knees and keep back straight
3. Keep balancedDon't lift in awkward

position
,!. Be sure of good footing
5. Lift steadily, "Heft the load" for weight

and secure a firm grip before you star.
to lift

6. Get help in lifting heavy objects
7. Don't fight to recover a dropped object
8. Don't twist while lifting or lift while

twisted

Discuss the causes of falls :

1. Failure to observe hazards
2. 1 Irking or walking at unsafe speeds
3. ,.'..,occupation., Example : Carrier look-

ing at addl.. sts on letters vebilc., going
up or down stairs and curbs

65

Instructional Aids
Instructor Notes
Related Trainee Activity

(Ref : Handbook P-13, Ch.
VI)

Safety slide kit for general
orientation, slide projector,
screen
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Key Point*

Unsafe practices
and unsafe
conditions

Location of
first aid unit

Compensation
benefits

Form BEC-11

Clarifying
question

Concluding
statement

Emergency
Procedures
Civil Defense
procedures

Instructor's Guide for General Orientation of New Employees

DiaoussionPresentation

Discuss primary causes of all accidents:
1. Unsafe practices
2. Unsafe conditions

Bring out that one or both of these must be
present. in an accident, for accidents do not
just happen. Awareness and recognition of
hazards is the primary personal factor in ac-
cident prevention. When we have this aware-
ness, we can take corrective action to evade
an accident.
Develop this situation :
Maximum weight of sacks and pouches-80
lbs. If an employee lifts a sack weighing 100
lbs. and sustains an injury, was the injury
caused by an unsafe act or condition?

Explain that injuries sustained on the job
must be reported to the supervisor immedi-
ately.

Tell where the first aid unit is located. Explain
office procedure for leaving work area to go
to first aid unit.

Explain the compensation benefits for injury
or death:

1. Medical care
2. Disability benffitspass out Form BEG-

11, When Injured at W ark
3. Death benefits

Discuss Form BE( -11

Are there any questions on safety f

A safe worker draws a full pay check. If you
are injured on the job and have to be off from
work under job compensation, your pay will
be only % or 3/4 of your regular pay.

In a nuclear attack or other serious emergency
in the United States, postal employees will
cooperate fully by participating in postal Civil
Defense activities. These activities will be as-

66

Instructional Aide
Instructor Note*
Related Trainee Activity

(Ref : Form BEC-11 ; PM
726 and 761)

Respond with :
An unsafe practice caused the
injury if the employee lifted
incorrectly or if the employee
did not request aid. An un-
safe condition is the over-
loaded 100 lb. sack. The men
who overloaded the sack also
performed an unsafe practice

Give trainees a copy of Form
BEC-11
Ask questions if anything is
not understood

TL-2, 7-1-69
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Key Points

Emergency
Procedures
Civil Defense
procedures
(Con't.)

Local emergency
procedures

Fire alarm
signal

Fire exits

Fire drills

Fire
extinguishers

Local emergency
conditions

74-2, 7-1.69

DiscussionPresentation

signed by postmasters and other installation
heads. Employees not predesignated for
emergency postal assignments are encouraged
to volunteer their services to State and local
Civil Defense organizations.

Discuss the emergency procedures for your
installation.

Describe the fire alarm signal.

Ask trainees to locate fire exits in their as-
signed units.

Mention fire drills are scheduled periodically.
Describe how employees should leave the
building.

Explain the use of fire extinguishers and why
their locations should be remembered.

Discuss local conditions peculiar to your in-
stallation, such as hurricanes, severe snow
storms, tornadoes, etc.

67

Instructional Aida
Instructor Notes
Related Trainee Activity

Ask questions if anything is
not understood
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245 Employee Obligations

Key Point*

Probationary
period

Supervisor's role
in evaluation
of employees

When employees
are evaluated

Evaluation
standards

Punctuality and
attendance

Time: 40 Minutes
Dorm:talonPresentation

Discuss the 1-year probationary period for
new employees. Compare the probationary pe-
riod to a get-acquainted period. Mention that
the employee has the opportunity to deter-
mine if he wants to make the post office job
a career and the post office has the same right
to determine if the employee should be a
career employee.

Discuss the supervisor's role in evaluating
employees:

Informal ratingthroughout the probation-
ary period.

Formal ratingsend of 3 months
end of 5 months
end of 10 months

Explain that a recommendation is made after
each formal rating for or against retention of
employee in the postal service.

Explain standards by which employees are
evaluated:,

1. Amount of work
2. Accuracy
3. Reliability
4. Neatness
5. Thoroughness
6. Application to duty
7., Conduct
8. Ability to get along with others
9. Cooperativeness

Discuss each of the nine evaluation standards.
Show how all are important and necessary
behavior patterns for all employees if the post
office is to function efficiently.

Discuss the importance of reporting to work
on time as scheduledTie back to standards
3, 6, and 9. Tell them the regular contribution
of each employee's efforts are essential in ac-

68

tastractionat Aids
Instructor Notes
Related Trainee Activity

(Ref: PM 715)

List on blackboard or c'..art

Trainee takes notes

(Ref : PM 744 and 721.434)

TL-2, 7-149
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Key Points

Punctuality and
attendance
(Con't.)

Local office
procedure for
notifying work
station when
unable to report
for duty

Form 3971,
Request for
Notification of
Absence

Obeying orders
and instructions
from supervisors

Adverse personnel
actions and
employee appeals

TL-2, 7-1.49

DiscussionPresentation

complishing the mission of the post office.
Bring out that an employee's unscheduled ab-
sence places an added burden on his fellow
workers and supervisors. There are jobs that
must be covered in the post office. If not, the
mail will be delayed.

Emphasize : Reporting to work as sched-
uledon timein appropriate clothing or
uniform. This includes Saturdays, Sundays,
and holidays.

Describe how an employee notifies his work
station when unable to report for duty because
of illness or emergencies. Emphasize conserv-
ing sick leavecite examples of employees
who are off from work for long periods of
time and continue to draw full pay. Discuss
the value and peace of mind derived from ac-
cumulated sick leave. Bring out the insurance
factor. Discuss the high cost of an insurance
policy which would pay benefits similar to
accumulated sick leave.

Explain that Form 3971 must be completed
for all absences from duty. A medical certif-
icate or other acceptable evidence of incapac-
ity for work must be obtained to cover absences
of more than 3 days. If evidence exists which
indicates the employee has abused the sick
leave privilege, he may be advised in writing
that, until further notice, any application for
sick leave, even though less than 3 days, must
be snppoi fed by a medical certificate or other
acceptable evidence.

Discuss the importance of obeying orders and
instructions from supervisors Bring out that
the supervisor is responsible for directing and
controlling the work of employees and that
carrying out your supervisor's orders is part
of your job. Tie back to standards 3, 6, 8, and 9.

State that whenever orders, instructions, or
rules of conduct have not been followed and
it is necessary to take disciplinary measures
against an employee the overriding considera-
tions shall be that the action taken shall be
corrective rather than punitive and that it

69

Instructional Aids
Instructor Notes
Resged Trainee Activity

(Ref : PM 774 and 721.434)

List telephone numbers

Ref :PM 746.4
Article X,
National Agreement
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Kea Pointe

Adverse personnel
act ions and
employee appeals
(Con't.)

Prohibitions
against carriers
deviating from
assigned route and
other employees
leaving work
area without
permission

Job performance

Identification
badges or buttons

Personal
appearance

instructor's Guide for General Orientation of New Employees

Discussion -Presentation

must be influenced by impartial considera-
tions of the dignity of the individual. justice
and equality. Disciplinary actions are to be
taken only when necessary to correct an em-
ployee's conduct, to maintain order and to
promote the efficiency of the postal service.
The policy on discipline is outlined in Article
VIII. National Agreement. Any employee
who has completed six consecutive months of
employment from date of appointment has the
right to appeal an adverse action taken
against him. The adverse action appeal pro-
cedure is outlined in Article X, National
Agreement and Part 746.4, Postal Manual.

Discuss prohibitions against a carrier devi-
ating from his route and against other em-
ployees leaving the work area without permis-
sion. Tie back to standards 3 and 7.

Discuss the necessity for each employee to per-
form his job satisfactorily. Emphasize the
speed and accuracy factors. Tie back to stand-
ards 1 and 2.

Emphasize the importance of employees
wearing exposed identification badges or but-
tons. Relate this to the security factorfor
protection of mail front unauthorized persons.
Explain where badges and buttons should be
worn. ( Carrier's badge must be attached to
cap. Other employees wear badge attached to
outer garment.)

State that employees are expected to maintain
high standards of appearance and habits so
that they work safely, do not offend others,
and help to maintain the public's confidence in
the postal service.
While on duty, you must dross appropriately
for your position and duties from the stand-
points of both appearance and safety. You
must also he neat and clean in your appearance
and habits. Hairincluding beards and mus-
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interactional Aids
Instructor Notes
Related Trainee Activity

Ref: PM 746.4
Article X,
National Agreement

PM 744

T10-2. 74-49
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Key Points

Personal
appearance
(Con't.)

Current address
and telephone
number on file

Outside
employment

Smoking

fl-2. 7-1-49

245 (p. 4)

DiscussionPresentation

taches, if wornmust be kept neatly trimmed
anti dean.
If a uniform is prescribed for your job, you
must wear it while on duty, and it must be
neat and clean. You must not add anything to
or omit anything from the official uniform. If
your job requires you to contact or be exposed
to the public while on duty, but you are not
required to wear a uniform, your dress and
appearance must conform to good business
practice.
State that employees must be ready, willing
and able to perform duties of their positions
as a condition precedent to (1) their assign-
ment to duty upon reporting for work and
(2) their retention on duty after commence-
ment of their tour. Explain that an employee
who is out of prescribed uniform would war-
rant a finding of not being ready, willing and
able to perform his duties. Upon finding such,
the employee would either not be permitted to
clock in or be relieved from duty for such time
as is needed to correct the situation.

State that postal employees must have a cur-
rent address and telephone number on file. Tell
how to file changes of address and telephone
numbers.

State that substitute employees have difficulty
working another job because of irregular hours
and shifts in the post office.
Explain that employees may engage in out-
side business activity provided:

1. It does not interfere with the perform-
ance of post office duties.

2. It does not reflect discredit upon the
postal service.

3. Employment in the postal service does
not give the employee an advantage over
others.

Tie back to standard 7 (Conduct)

Smoking is not permitted while;
1., Del;vering mail to or receiving mail from

the public
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Instructional Aids
Instructor Notes
Related Trainee Activity

PM 744

(Ref : PM 561 and 742; P-13
Handbook)
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Key Points

Smoking
(Con't.)

Drinking end
possession of
alcoholic
beverages while
on duty

Use of
narcotics

Gambling

Soliciting

Clarifying
question

Suggested
questions

Instructor's Guide for General Orientation of New Employees

DiscusionPresentation

2. Loading or unloading mail
3. Hanging or closing pouches or sacks
4. Distributing mail into sacks or pouches
5. Facing mail

Discuss disposing of cigarette stubs and
matches.

Discuss prohibition against drinking alcoholic
beverages while on duty or before reporting
for duty. Mention that postal employees
should refrain from excessive drinking at all
times and should never drink in public places
while in uniform. Be sure to deal with the fol-
lowing items:

1: Possession of alcoholic beverages of any
type on postal premises is prohibited.

2. Possession of alcoholic beverages for sale
or use by others on postal premises or on
postal duty elsewhere.

3. Use of narcotics, unless prescribed by
physician, on postal premises or postal
duty elsewhere. Employees who have
driving assignments and are taking nar-
cotics authorized by a physician must
have permission from their supervisor be-
fore being permitted to clock in.

4. Addiction to narcotics is basis for re-
moval.

Discuss prohibition against gambling while
on duty or in Federal buildings. Relate this
rule to baseball pools, football bets, etc.

Mention prohibition against postal employees
soliciting contributions from other employees
or the public for their personal gain.

Ask for any questions on what has been cov-
ered up to this time. If no questions are asked,
review this section of the program by asking
questions such as:-

How long is the probationary period for new
employees in the post office?
Who has to serve a probationary period in
the post office?
How often are probationary employees eval-
uated?
Who evaluates new employees in the post
office, etc.?
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Instructional Aids
Instructor Notes
Related Trainee Activity

(Ref : PM 742)

Ask questions

11-2. 7 - -1-N
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246 Sanctity of the Mails

Key Points

Sanctity of
the seal

How to
handle mail

Function of
inspection service

Honesty

True examples

11-2, 7-1.40

Time 10 Minutes
Discussion--Presentation

Discuss the sanctity of the seal. Emphasize
that no one in a post office may ever open a
letter in transit. Mention the one exception to
this rule: Employees in dead letter office.

Stress handling mail properly without ever
placing in pockets, or purse or hiding from
view.

Discuss function of inspectors and inspectors'
lookouts. Bring out that a strong Federal law
protects mail from being stolen, opened,
tampered with, or delayed while in transit.
Explain that this law stipulates that the pro-
tection of mail, petal funds and property are
major responsibilities of every postal em-
ployee.

Mention that although honesty was not a fac-
tor in the list of employee standards, all postal
employees are assumed to practice this trait.

Cite examples of employees violating the
sanctity of the mail's requirements and conse-
quences of their actionsLoss of jobPos-
sible jail sentence and fineForfeit of rights
for future Federal employmentDisgrace for
employee and family,

Ask for questions.

. 7j

Inatruotional Aids
Instructor Notes
Related Trainee Activity

(Ref : PM 117)
Listen attentively

Ask questions if anything is
not clear
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247 ZIP Code

Key Points

Explanation
of ZIP Code

Discussion of
POD Publication
87, Mr. ZIP
Who He Is
What He Does

Geographical
placement of
national area
numbers

Questions to
group

Time : 15 Minutes
DiscussionPresentation

State that ZIP Code is a five digit system
which identifies each post office, and each de-
livery unit at large post offices. It links deliv-
ery units of large post offices to the main of-
fice, and it links small post offices with the
major post offices through which mail for the
smaller post offices must pass.

Give POD Publication 87 to trainees.
Ask trainees to refer to ZIP Code National
areas and note that the first digit of the ZIP
Code represents one of 10 national areas.

Ask group to identify the first digit (national
area number) of the local post office.

Discuss how national area numbers start at 0
in the northeast part of the country and go up
to 9 in the west.

What do the first two digits of ZIP Code
represent?

What do the first three digits of the ZIP Code
represent ?

What do the last two digits of the ZIP Code
represent ?
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Instructional Aids
Instructor Notes
Related Trainee Activity

Ask questions if anything is
not clear

Respond with national area
number of local post office

Responses indicate part of
State, or State, or several
States

Sectional center or large city

A post office or delivery area

n4, 74-69
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Key Points

What is
ZIP Code?

Who Benefits
and How?

Services Available
to the Customer

Two-Letter
State
Abbreviations

POD Publication
127, Mail Moves
the Country
ZIP Code if o res
the Mail

Ti-t, 7-1-44

DiscussionPresentation

Ask a trainee to read aloud the chapter,
"What is ZIP Code ?"
Ask questions.

What functions are carried out in sectional
centers?

Point out that smaller post offices in a sub-
area served by a sectional center facility are
called associate offices.

Ask individual trainees to read aloud this
chapter of POD Publication 87.
Discuss how ZIP Code affects distribution and
transportation of mail.
ZIP Coded mail bypasses many intermediary
stops resulting in faster delivery. Distributors
can process mail much faster by reading ZIP
Code rather than ad4resses, thus decreasing
reliance on scheme knowledge for distributing
mail.

Repeat procedure with this chapter.

State that the abbreviations for States should
be memorized by all distribution clerks for
they will soon be distributing mail according
to these abbreviations.

Give trainees copies of POD Publication 127

Ask for questions about ZIP Code.
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Instructional Aids
Instructor Notes
Related Trainee Activity

Respond withsectional cen-
ter post offices receive and
transmit mail moving be-
tween, into, or out of poet
offices of a sub-area

Individual trainees read sec-
tions aloud

Individuals read aloud

Ask questions if anything is
not clear
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248 Discussion of Benefits and Conclusion

Key Points

Note to
instructor :-

Salary

Annual leave

Sick leave

Time: 30 Minutes
D ise u sawn Pre sentat ion

(Be thoroughly familiar with information in
the General Orientation Handbook for New
Employees. Use Postal Manual to answer
questions, if necessary. If the answer cannot
be obtained during the session, tell the ques-
tioner you will obtain the answer later, and
do so.)
Ask trainees to .efer to the employee's hand-
book and raise any questions they may have
on the information in the handbook.
Have trainees refer to the following specific
pages and clarify or furnish answers to the
following questions

SalaryPage 9When is pay day? How
are employees paid ? How much are postal
employees paid ? (Give hourly and annual
rates for PFS 1, 2, 3, 4, and 5 to the group.)

Annual LeavePage 10When it can be
used. Number of days earned each year.

Sick LeavePage 10PurposeNumber of
days earned each year.

Health insurance Health InsurancePage 9- -How to en.,
rollWho can enrollWhen to enroll.

Life insurance

Optional
insurance

Retirement

Life InsurancePage 9Amount of Cov-
erageCost to employees and Federal Gov-
ernment.

Optional InsuranceAmount of Coverage
Cost to employee.

RetirementPage 12Cost to employee
Disability provisionsPossible annuities.

76

Instructional Aids
Instructor Notes
Related Trainee Activity

Ref Employee Orientation
Handbook; PM Chapter 7

Ask questions as necessary

Develop the preceding infor-
mation into a visual presen-
tation, if possible, using
charts, blackboards, or hand-
outs

T11.4. 7-1-49
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Key Points

Incentive
awards

Department's
orientation and
craft skill
training system
policy

('raft orientathm

Skill training

Training record
card

TL-2, 7-1-69

248 (p. 2)

Dim lissomPlum:Walton

Invent lye A ards -Page 8Submission of
suggestionsTypes of achievement and per-
formative awards available,

State that the policy of the post office is to
provide necessary training for each new em-
ployee before assignment to independent work.
Discuss the craft orientation session.
1 Conducted on second day in duty status for

new employees.
2. Information and instruction ft rnished in

session applicable to a particuk craft.
Discuss the skills training procedures.
1. Normally will be conducted on the job by

supervisors or job instructors.
Printed requirements sheets for each job are
maintained at work sites. These sheets are
for review by employees, job instructors
and supervisors. A breakdown of each job
and the time allotted for training are on the
training requirements sheets.
Training for each job will consist of follow-
ing the information on the sheets with the
instructor telling and showing the trainee
how to do each portion of the job, and
closely monitoring the trainee's perform-
ance afterwards.

Discuss the functions of the Training Record
Card.
I. Prepared for each new employee..
2, Various jobs and skills are listed on card

to which new employee may be assigned in
that craft.

3. Instructor initials, dates and enters time
used in training for each skill,

4. Supervisor signs that training has been
completed,
Employee and authorized union representa-
tive nmy review card upon request,

6. Tell where cards are maintained.
Discus, how the lewription of the complete
orientation and training system may be re-
viewed.
1, Employees anal union R prvsentatives may

review upon request.,
2. Tell where complete copies of material are

maintained.

3,

77

Instructional Aids
Instructor Notes
Related Trainee Activity

Develop
into

preceding infor-
mation nto a visual presen-
tation, if possible, using
charts, blackboards, or hand-
outs
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Key Points

Conclusion

Discussion Presentation

3. Tell what crafts are represented in the
system.

Develop the following points into a conclu-
sion :*

1. The preceding information shows that
the post office, as an agency of the U.S.
Government, demonstrates concern in
providing for its employees and in assur-
ing that its employees provide a like con-
cern for high standards of service to the
public.

2. Postal employees have a feeling of ac-
complishment in providing this impor-
tant communication service of collection,
distribution and delivery of mail to the
public. It is with this spirit that we wel-
come you as you join forces with us in
furnishing this much-needed service to
the citizens of this great country of ours.

Instructional Aids
Instructor Notes
Related Trainee Activity

Develop the preceding infor-
mation into a visual presen-
tation, if possible, using
charts, blackboards, or hand-
outs

IIITL-2, 7-1-61
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249 Tour of Major Mail Processing Installation

Key Points

Difference
between
incoming and
outgoing mail
divisions

Some things to
observe
on tour of
installation

After tour

Relationship
of areas seen
on tour to
functions of the
various crafts

T1.-2, 7-1-69

Time : 30 Minutes
D is eu sSion Presentation

Explain the difference between
1. Incoming Divisionconcerned with mail

for local delivery.
2. Outgoing Divisionconcerned with mail

originated at this office and mail passing
in transit through the office (mailed at
another office, passing through this office
for delivery at another).
Explain that most distributing facilities
are divided into two major divisions, in-
coming and outgoing.

State that you are going to take them on a
tour of the installation. Before leaving, explain
the function of each unit they will visit.
Suggested areas for tour
Employees' entrance (explain security meas-
ures, wearing of an exposed badge, etc.)
Platform where collection mail is received.
Culling, dumping and canceling area for col-
lection mail.
Outgoing letter distribution areaprimary
and secondary.
Airmail distribution area.
Incoming receiving area.
Incoming primary and secondary.
Incoming dispatch area.
Carrier cases.
Special del i very

After tour, discuss areas seen with functions
of each represented craft.
Main ideas to emphasize are
Clerks are primarily concerned with distrib-
uting mail(of various sizes from postal
cards to 70-lb. parcels).
Carriers are prim ly concerned with deliv-
ering and collecti, mail. (Some will be as-
signed to driving ments. )
Mailhandlers are , narily concerned with
preparing mail for distribution and dispatch.
(Some will be assigned to operate machinery
observed on tour.)
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Instructional Aids
Instructor Notes
Related Trainee Activity

Attentive listening

List on blackboard or chart

Stay together in group

Ask questions if anything is
not understood
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Key Points

Relationship of
areas seen on
tour to functions
of the various
crafts (Coned.)

Clar:fying
question

DiscussionPresentation

Special delivery messengers are primarily
concerned with delivery of mail.
Motor vehicle operators are primarily con
cerned with transportation of mail.

Tie the functions of each ,'raft back to the
receipt and delivery of mail to the public.
Show how each function is necessary and im-
portant in achieving this objective.

Are there any questions about the building or
anything you saw on the tour?
(Give trainees assignmentsexpress appre-
ciation for attention and cooperation.)
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Instructional Aida
Instructor Notes
Related Trainee Activity

Ask questions if anything is
not understood

Ask questions

TI.-2, 7-1-69
e
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250 FILM SCRIPT: A VITAL SERVICE

Below is the script of the Post Office Department motion picture entitled
A Vital Service., This tl-ininute, 16 -nun, black and white, sound film was
released by the Department in 1967 for use as an aid in the orientation of new
employees.

"The Postal Service. Messenger of sympathy and love.
servant of parting friends, consoler of the lonely., !said
of the scattered family, enlarger of the common life.
carrier of news and knowledge. instrument of trade and
industry. promoter of mutual acquaintance. of peace
and good will among men and nations." I Inscription on
Washington D C. post office.)

TL-2, 7-1-69

/
lett.dold )0 Wirt

I.
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.....magmarestemmunimitswersomposso

VLSSFACF-": OF \\LI LJ'\
SER\ .k\77 C "ARTED F3iENDS

CONSOLE:: OF THE LONELY
BONE) :_"`F ,SCATTERED FANIRN

C ON1\1C.N LIFE

The Post Office Department performs a vital service-
a service that touches every Americana service which
requires a well trained legion of civil servants. to main-
tain the Nation's foremost link of communications
a vital service in which you will play an important role.
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An endless flow of mail moves across our Nation every
hour of every day.

At one time, each of them, like you, was a new em
ployee, unfamiliar with the background and working
operations of the largest agency in the Federal
Government.

82

Film Script A Vital Sarvice

4
A 01:

In thousands upon thousands of locations, mail Is re-
ceived, processed, and delivered by more than 700,000
men and women of every race, color, and creedAmer-
icans, who work in a wide variety of jobsjobs vital
to the efficient operation of moving the mail..

A

1t-2, 7-1-65



Film Script: A Vital Service

Postal employees operate approximately 100.000 Gov-
ernment-owned or hired eh ieles.

*IT

11-2, 7-1-69

250 (p. 3)

Each day, our 150,000 letter carriers travel seven times
the distance covered by astronaut John Glenn in his
three orbits around the earth.

ti

Each year, window clerks sell over 23 billion stamps
and handle more than 900 million special service
transactions.



250 (p. 4) Film Script: A Vital Service

Their el u I irking behinsl the -.vole-. are
ith %II bill is Ofi item. of Matt-- nearly half of the

norld'y volmitt- -and ilicreattig by :1 Iillbin
item. of limit a yeur Minna:she. of mail and pa reel%
most be ,orted. thtributed. anal delivered promptly.,
arurately. 14 Mil

a

NON

It is then moved to the workroom floor by hossilbamilror
for !wore...mg :e. outgoing limit

84

alilm.aw"ortnemmil
4

-

Naver

4.46

.111001N

1111141/1

Here is when- it all starts: at a mail deposit point. Thi-s
mail is bniught to the post °Mee along with other mail
ntice-led throughout the area.

TL-2, 7-14
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_V!

lisilhandlers then face and cancel the mail. Facing is
a process by which letters are oriented so that all
stamps are in the same position ready for cancella-
tiwer.

fl-2, 7-149

85

Ifailhandiers also make the first rough separation
known as culling. Here, airmail and special delivery
are separated. Large bulky envelopes and small parcels.
keys, and alni cans are also removed for separate
handling.

In many offices, both the facing and canceling opera-
tion is performed mechanically. It merely requires
mail to be batched before its insertion into the ma-
chine. This not only speeds the facing and canceling
operation; it is less fatiguing to the employees.



250 (p. 6)

Once canceled. mail goes to distribution rterks who
wart be

it is then sorted into pouches and dispatched to meet
transportation schedules which carry mall to its desti-
nation as quickly a.' possible.

Film Script: A Vital Service

IJ I
f

Mail remains in compartments until it is time to be
pulled and tied into separate bundles.

11-2, 7-1-49
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I

Imre mall Ic at the terminal. /max/. r rb-rkx an.
resi.nai14. fur tt, ..n time and at lowest pus-
si bh rue t.

When mail reaelis its de-MI:3'1. 1. it becomes known
3. 131111tong Mall and reeivs further sorting to sta,
t ions %%Rhin the cit then to individual carrier routes.

T1-2, 7-1-49
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Motor rekil operatorx then move processed mil to
transportation terminals and pick up incoming mail

Was

r-

""1101.1111.

The letter carrier is nrspongible for actual delivery.
Before starting out, the carrier often spends 3 hours
arranging mail in proper orderthe artier in which it
will he delivered. His case contains names of streets.
house and building numbers. = lay points, and notation
of spvial orders.



250 (p. 8) Film Script: A Vital Service

When mail has hewn arranged, it is assembled into
bundles and numbered in the order I at delivery. The
carrier's mail is generally too heavy top 1w carried at
one time. When mail exceeds 3.1 I ds for one trip, he
makes up larger bundles of mail tidied relays. They are
transported by other carriers in treks and placed in
relay boxes at intervals along the route.

1/4 \

l'4141111.1."11111..........111111111111141 L11111.11211dirMl-

'11,1/4%

Hy the time he readies the first such box. his satchel
is empty. or nearly so. Ile refills it with bundles from

!rte the relay box..

=be

In hpaiily congested areas. the carrier deurens mail on
foot However. in many 111S4.s. SW+ am ontlY114; resi-
dential areas. he is equipped with a iehiade which
adonis him to ram all the mail for his entire route.

88
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They also pickup letters iktomers dm', in the mail

t
.11 Mr...a....

11111Itties.

T1-2, 7-1-0

0.3

rarrier. collect charges on !postage due and C.O.D..
mail. and obtain receipt. fin. regkterd. I vrtitied. and
certain iikareslnmil.

There k a separate group of carriers called aperitif
!Iv Iii cry nu ..exnuf in a vehicle. the -.pedal
delivery mssnger deliver. both letter until and par-
cek at the same time. He obtains signature:. when re-
quired 31 ad collect:. ou '.(11 I ).'s.



250 (p. 10)

If tin one is at Inane. he determines whether to leave
the mail or return it to the post other In either ease
a non... is attached to the doorknob notif3ing the
east aiter of the dispositnin of In. special deliver)
matt

In the process, he sells stamps and money orders and
provides many of the same services as window ricrkx
in the post office lobbies.

90

Film Script: A Vital Service

Mail addressed outside areas served by city carriers
is usually delivered by rural letter carriers. Post office
employs over 30,000 rural letter carriers They serve
approximately 10 million families. The rural carrier
makes his deliveries by automobile.

4

11111111-.

a
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\
A

ya

Thousands more are employed as janitors. ainten-
anee personnel laborers. building guards. and aerator
operators.

11-2, 7 -149

Many additional employees contribute greatly to the
overall operation of the service. Some 3.500 al motive
mechanics, body and fender repairmen, and parts clerks
keep Government owned vehicles operable.

k.

nor

5

Some service the mechanical mail-processing equip-
ment.

91
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others repair or onstruet mad saeks, locks, and mail
boxes

Postal Inspectors are employed to detect. investigate.
alai present violations of liostal laws and repdations

-thus, guaranteeing the :sanctity of the mulls. They
also examine p0.4tai operations and suggest improve-
1111.1ItS to speed service.

92.

4
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-

Film Script: A Vital Service

"14

Accountants, secretaries, typists. and office clerks are
needed to keep the offices running smoothly.. They aid
postmasters turd supervisory personnel with admini-
strative duties

wIMIN
3 idiainlar442

Aroisetal

,Aism4M

fi Y.1-;e

91.-2, 7-1-69



Film Script: A Vital Service

Oft. lb,
V Li11* itZ/1

"
*

,V44

Nt. N.

What Son hate seen in this film generally- outlines the
principles of postal operations aeross the country. The
Post Office I hpartment is a gigantic organization. For
It to operate efficiently. the needs of each specific [tsta'
installation arid the personnel working there mast al-
.t it t s foe taken into consideration

TL-2, 7-1-69

ti

93

250 (p. 13)

To accommodate the 12 million and more stamp collec-
tors in the Nation. a special division is set up to sell
current and commemorative stamps by mail orders or
at counters.

1

In larger offices, proven mechanized equipment is
utilized, wherever practical, to help y on process the
mil. In a number of post offices, mechanical conveyor
systems are used to mime manual movement of mail
between work areas



250 (p 14) Film Script: A Vital Service

With electronic sorting machines, the distribution clerk
code, au tithlre,s, and the letter i. meeliatticall sent
to the proper compartment.

competent work force. however. needs mere than ma-
chines to help them meet the expected percent annual
increase in mail volume. New programs and procedures
have been introduced on both tuitional and local levels,
in the never-ending attempt to help the postal em-
plo3ees keep pace with this increa,e. One of the most
important is ZIP Codea five numbered national cod-
ing Wan. hieh identifies elicit itostal delivery unit
and links that unit with a major post office throne,
%% Inch mail is routed for delivery.

The saute Is true of the parcel sorter.

...41704" o
NON

TL-2f 7-1-0
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Notimmule Improved Niall Ser% Me began ,o 1961 'Alan
I ser, .111iI.C1 1.4, 1.11111,14 hit; of some '...'o,0 Win t1111 inii I ler, in
inure than 3400 r imriorio it ler, iiiect %% ith the local post
master and discuss %%ays of imprm nig the mail ser% we
to tlu crpirrnilinit y

4110
it Ajag ,

IP

TL-2, 7-1-69
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These are but a few of the programs now in progress.
There %%ill be more. !Well use planning and studying
new -;ystenis and proeedures for improved mail service
are a mmtinuing PrOVeSs,



CHAPTER 3

Craft Orientation and Skill Training

310 City Letter Carrier Craft
320 Clerk Craft
330 Mailhandler Craft
340 Special Delivery Messenger Craft
350 Vehicle Craft

*360 Rural Letter Carrier Craft
*370 Buildings and Equipment Maintenance Craft

To be published later.

TI.-2, T-1-41
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Craft Orientation and Skill Training: City Letter Carrier

310 CITY LETTER CARRIER CRAFT

311 Carrier Craft Orientation Requirements

311 (p. 1)

POST WM INEPAPTINDff
CRAFT ORIENTATION REQUIREMENTS

Treating !For (Position)
lam Pb.

330 City Letter Carrier

Sogi or TOG he

Responsibilities, Duties, and Equipment

Owe Thee

3% hours

Instructor $ be (Position)
Carrier Foreman in Classroom.
Carr. Tech. or Instr. in Work Area

Typo of Appointment

Regular ( Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30 days)

Doti& and Act. Cads

13-4
33-4
43-4
63-4

When Mould Training he Conducted?
Classroom or Work Area

When Should Training he Conducted?

Before assignment

Kanto To Ile Covered issiloctisos1 Ai* and
Sotto to instnedor

Job description sheet
Furnish trainee Methods Hand-

book M-41, City Carrier's In-
struction Handbook

16-mm film, City Letter Carrier
Projector and screen

FormsUse M-41 Handbook to
explain form usage

Route book

Carrier case, satchel and forms
pouch

A. Responsibility of carrier

Details applicable to carrier's craft

B. 16mm film. City Letter Carrier

C. Basic carrier duties

Type of work performed and scope of duties

Letter delivery

Collections

Relay

Parcel post delivery

D. Equipment and supplies

Uniforms

Badges

Dog repellent

Forms

Reports

Mail receptacles (attached to home and curb boxes) and
mail door slots

Collection and relay boxes

Route book

Satchel, carrier case, and forms pouch

May 168
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311 (p. 2) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE SIOMITMINT
CRAFT ORIENTATION REQUIRENIEN3

Tremolo ifir (Position)
Idon. No. i

330 , City Letter Carrier

WWI et UMW

Schedules, Standards, Claws, and Types of Mail
and Safety

Maio Time

See A-1

Instructor le be (resides)
Carrier Foreman in Classroom.
Carr. Tech. or Instr. in Work Area

Type of Appeileernern

Regular ( Annual Rate)
Regular (hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30 days)

Daelg. and Act. COM

13-4
33-4
43-4
63-4

Where Should Training be deducted?
Classroom or Work Area

When Should ?reared as Ceeductuft

Before assignment

Points To Se Cowered Instruetienel Aids and
Notes to sastnems.

E. Schedules
Approximate hours each employee is expected to work

daily

F. Performance standards

G. Classes of mail

H. Delivery of accountable mail

I. Safety
Safety slide kit for city letter carrier

Proper lifting
Fire emergency procedures

Proper clothing

Smoking

J. Introduce and show 16mm film Don't Bite Back. After show-
ing, discuss the five key points below :

1. Instinctive characteristics of dogs

2. How to position yourself when confronted with a prob-
able dog attack

3. Use of animal repellent

4. Administrative action to avoid dog attacks

5. Making a door delivery with dog involvements

Classes of Mail slides

Delivery of Accountable Mail
filmstrip and record

Safety slides and script for city
letter carriers

rojector and film Don't16mm
kBite DecB

PI -118 What You Should Know
About Dog Repellent

POD two 2MS-A
May ISO

Tl-3, 9-1045
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Craft Orientation and Skill Training: City Letter Carrier 311 (p. 3)

POW OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
111011- NO.

430

For (Position) City Letter Car-
riers appointed prior to in-
stallation of Craft Skill
Training System

Skin or Topic

Safety Training

Basic Time

2 hours

instructor to be (Poidtfor :

Carrier Supervisor

Type of Aepolatment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Dal& and Act. Cede

13-4
33-4
43-4Where Mould Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Be Covered mstructtootat Aide and
Notes to lestructer

A. Safety slide kit for city letter carriers

B. Seat belt film Make It Your Habit

C. Safety slide kit for driver orientation

D. Fire emergency procedures

E. Smoking restrictions and hazards

F. Introduce and show 16mm film You Can't Bite Back.
After showing discuss the five key points below:
1: Instinctive characteristics of dogs
2. How to position yourself when confronted with a

probable dog attack
3. Use of animal repellent
4. Administrative action to avoid dog attacks
5. Making a door delivery where a dog is involved

City letter carrier safety slides
and scriptprojector and
screen

16mm film, Make It Your Habit

Slides and script for driver
orientation

16mm film, You Can't Bite
Back

POD Perm 23 2
Airy 195*

T1.-5, 5-15-70
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Craft Orientation and Skill Training: City Letter Carrier 312 (p.1)

312 Carrier Craft Skill Training Requirements
POST OMR DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Tres OM.
taw No

332.1

For (Position)

City Letter Carrier

Skill or Topic

Letter Delivery' Routes
Office WorkBefore leaving for delivery

Basic Tim

9 hour,"

Instructor to So (Position)
Carrier Supvr., Carrier Tech , or

Typo of Appointment Dais and Act. Cods

Authorized Instructor Regular ( Annual Rate) 13-4
Regular (Ronde Rate) 33-4

Where Should Training be Conducted? Career Substitute 43-4
Delivery unit Seasonal and Postal Assistants (over 30 days) 63-4

When Should Training be Conducted?

Before independent assignmentconducted on 3 separate days:, first segment before street duties ; second and third
follow initial street training

Instructional Aids andtrNotesPoints To 11* Covered to Inbuilt'

A.; Recording time Forms 1230, 1232, 1234, or time re-

B. Obtaining and preparing mail for casing cording badges

C. Use of carrier case Carrier case equipment
D. Casing of letter-size mail matter

E. Casing magazines, papers, flats, etc.
Minimum trainee casing time for D ar.d E activities

(1) First day -15 minutes
(2) Second Clay-1 hour
(3) Third dayDi hours

F. Use of Form 3982 and route book Forms 1564, 1564A, 1564B,
3546, 3575, and 3982

G. Marking up mail Demonstrate to trainee

H. Disposing of forwardable and undeliverable mail Throwback case

I. Obtaining and receipting for special services and postage Forms 2944, :3582B, 3821, 3849,
due mail and keys and 3867

J. Preparing relays Carrier straps, twine

K., Packing satchel Satchel

I... 'fraying mail Trays

**M. Arranging parcel, and other bulky pieces in delivery se- Emphasize prohibition against
quence in office or at loading dock placing letters, large flats, and

**N. Loading vehicle other mail within pages of
magazines, catalogs, etc., (352.-

#'0.. Inspecting vehicle, etc. 332d, Postal Manual)
tNot, to Instructor:. This instruction involves how to case mail, not

easing r, particular route.
Allow 30 minutes additional time for items L, M, N, and 0 when

trainee is assigned to motorized letter delivery route.

Fenn 54241
May 10N

71-2, 7-1-69
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312 (p. 2) Craft Orientation and Skill Training: City Letter Carrier

POST OPACI omtmeNT
CRAFT SKILL TRAINING REQUIREMENTS

T
Men. No.

332.2

For (Position)

City Letter Carrier

SkIN or TopM

Letter Delivery Route:
Street Duties (foot)

Week Time

5 hours

instructor to be (Wanton)
Carrier Sum.. Carrier Tech ,
or Authorized Instructor

Typo of Appointment

Regular ( Annual Rate)
Reguhir (Hourly Rate)

Substitute
Seasonal and Postal Assistants (over 30 days)

MO& end Att. Cods

13-4
33-4
43-4
83I

Whom Mould Tratrang be Conducted?

Area served by delivery unit

When Should Treimng be Conducted?

tutors Independent assignment

Point. To Bo Coy rod International Abdo and
Moto to instructor

A., Recording time

B. rsing transportation
C. Fingering mail

D., Delivering ordinary and special services mail

E. Delivering Government cheCks and bonds

F. Delivering parcels

G. Use of delivery notices

It Answering inquiries
I.: Mail handed hark as undeliverable

J.. Other forms

K, Collection of mail

L. T'se of relay boxes

M. Articles found loose in mails

N., Obtaining and receipting for registers from contract stations
and brandies

0, Procedure. for delivering mail when house numbers are miss-
ing

P. Action to take when threatened by a dog

Forms 1230, 1234, or time record-
ing badges

After receiving instructions from
and observing trainer for a min-
imam of 1 hour, allow trainee
to perform all delivery func-
tions for a minimum of 2 hours

Forms 3419, 3570, 3811, 3816, 3849,
3860

POD Notice 11, Forms 1512, 3521,
3573, and 3578

Form 3852

Form 1767

POD mon% zs42-11
May 1961
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Craft Orientation and Skill Training: City Letter Carrier 312 (p. 3)

POST MICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
kW. No

332.3

For (Position)

City Letter Carrier

UM or Topic

Letter Delivery Route
Street Duties (motorized)

basic Wm*

5 hours

Instructor to be (Position)
Carrier Supvr., Carrier Tech.,
, ir Authorized Instructor

Typo of Appointment

Regular (Annual Rate)
Regular (Hourly Rate'
Career Substitute
Seasonal and Postal Assistants (over 30 days)

DISig and Act Cod*

13-4
33-4
43-4
63-4

Where Should Training be Conducted?

Area served by delivery unit

When Should Training be Conducted?

Before independent assignment

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Recording

B., Efficient

('. Fingering
D. Itel is

E. I )el ivermg

F., Delivering
f i. 17;4' of

II. An-meting

I. Other
.T. Mail 11;111(1Ni

K. Collection

L. Use of
M. Obtaining

and

N., Articles

O., Locking

P. Procedure
Q. Action

time

use of trays

mail

eri ng on I i na ry and special ,ervices mail

Government cheeks and bonds

parcels

del is cry not ices

inquiries

forms

bark as undeliverable

of mail

relay boxes

and receipt ing for registers front contract stations
branches

found loose in mails

vial -le

for delivering mail when house number is missing

to take when t hreatened by dog

Forms 1230, 1232, 1234, or time
recording badges

After receiving instruction and
observing carrier instructor for
a minimum of 1 hour, allow
trainee to drive vehicle and per-
form all delivery functions for a
minimum of 2 hours

Forms 3419, 3570, 3816, 3849, 3860,
3811

POD Notice 11, Forms 1512, 3521,
3573, 3578

Form 3852

Form 1767
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312 (p. 4) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE OVARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Wen. No.

332.5

For (Position)

City Letter Carrier

Skill or Topic

Letter Delivery Routes::
Office WorkAfter Delivery

Basic Time

1 dour

Instructor to be (Position)
Carrier Supvr , Carrier Tech., or
Authorized Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30days)

Dmig. and Act. Code

13-4
33-4
43-4
63-4

Where Should Training be Conducted?

Area served by delivery unit

When Should Training be Conducted?

Before independent assignment

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Recording time

B. Disposing of mail collected on route

C.. Return and clearance for accountable items and keys

D. Completing and disposing of Forms 3811, 3816, 3849

E. Processing and disposing of undeliverable mail picked up on
route

F.; Processing and disposing of forwardable and undeliverable
mail not treated before leaving office to serve route

0. I'se of Form 1571

H. Answering official communications

I. Return of vehicles to garage or parking area and ringing off

.1., Procedures for ending tour of duty

K. Review with supervisor

Forms 1230, 1232, 1234, or time re-
cording badges

Forms 3811, 3816, 3849

Form 1571

Form 1234 or time recording
badge

farm 234741
May 156$

103
TL-2, 7-1.49



Craft Orientation and Skill Training: City Letter Carrier 312 (p. 5)

MIST MICE DEPARTMENT
CRAFT SW. TRAINING REQUIREMENTS

Training
I fen. No.

336.1

for (Position)

City Letter Carrier

WI or Topic

Parcel Post Routes:.
Office WorkBefore leav'ng for delivery

Basic Time

1:30

Instructor to be (Position)
Carrier Supvr., Carrier Tech , or
Authorized Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30 (toys)

Donis. and Ad. Cede

13-4
33-4
43-4
83-4

Where Should Training be Conducted?

Delivery unit

When Should Training be Conducted?

Before independent assignment

Points To Be Covered Instructional Alois sod
Notes to Inatrucier

A. Recording time

B. Obtaining truck assignment

C. Inspecting vehicle

D. Using sack system and hamper system, as appropriate

E. Obtaining relays
F. Loading truck

G. Parcel post delivery combined with relay delivery and firm
delivery

IL. Preparing parcels for delivery

I. Use of relay and collection schedule

.T., Obtaining and receipt ing for keys and accountable and post-
age due mail

Where carrier has received prior training on a motorized letter route
or collection route, provide 1 hour of training in this skill,

Forms 1230, 1232, 1234, or time
recording badge

Forms 2944, 3582B, 3849, 3867,
and 3821

Msy INS

71-2, 7-149
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312 (p. 6) Craft Orientation and Skill Training: City Letter Carrier

MST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

336.3

For (Position)

City Letter Carrier

Skill or Topic

Parcel Post Routes:
Street Duties

Basic Time

5 or 10 hours

Instructor to be (Position)
Carrier Supvr., Carrier Tech., or
Authorised Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30 days)

Dal. and Act. Code

13-4
33-4
43-4
63-4

Where Should Training be Conducted?

Area served by delivery unit

When Should Training be Conducted?

Before independent assignmentWhere practicable, first assignment should be residential parcel post route or mixed
business-residential parcel post route-5 hours training street duties. Where first assignment is a full business sec-
tion parcel post route, provide 10 hours training on street duties.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Recording time

B. Preparing parcels for delivery

C.. Delivering parcels

D. Use of delivery notices

E. Endorsing undeliverable parcels

F. Firm delivery
G. Nfaking relays and collection

H., Demonstrating methods of mail collection

I. Proper use of sacks and satchel

J, Handling vehicle
K. S tfety

I,. Locking vehicle.

M. Prteedure to follow when delivery stop is bt passed ( walk or
drive)

Forms 1230, 1232, 1234, or time
recording badge

After trainee receives instruction
and observes for a minimum of 2
hours, allow trainee to drive ve-
hicle and perform all delivery
functions for a minimum of 2
hours

Forms 3419, 3570, 3811, 3816, 3860

IPOU NMI
MO

2$41141
Med I
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Craft Orientation and Skill Training: City Letter Carrier 312 (p. 7)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Trainnig
'den. No.

336.5

For (Position)

City Letter Carrier

Skill or Topic

Parcel Post Routes::
Office workAfter delivery

Basic Time

30 min.

Inetruceor to be (Position)
Carrier Supvr., Carrier Tech., or
Authorised Instructor

Type of Aposentmsnt

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assis.ants (over 90 days)

Des*. and Act Code

13-4
3.3-4
43-4
63-4

when Should Training be Conducted?

Area served by delivery unit

Whse Should Training be Conducted?

Before independent assignment

Points To So Covent, Instructions: Aids and
Notes to Instructor

A. Recording time

B. Clearance of special services parcels; COD's; postage due;
registers; keys; And customs d'ity

C. Disposing of undeliverable parcels

D. Completing and disposing of Forms 3811, 3816, 3849

E. Use of Form 1571

F. Disposing of mail sacks and satchels

G., Returning schedules

H. Returning vehicle to garage or parking area

I., Completing accident reports or repair tags

J. Procedures for ending tour of duty

K. Review with supervisor

Forms 1230, 1234, or time record-
ing badge

Forms 3811, 3816, 3849

Form 1571

SF 91 and Form 4565

May /Nit

It-2, 7-141
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312 (p. 8) Craft Orientation and Skill Training: City Letter Carrier

Training For (Position)
hien. No.

132.1

POST OPPICIS 04PARTIIDET

CRAFT SKILL TRAINING REQUIREMENTS

City Letter Carrier

'Hannon to tm (Position)
Carrier Super.. Carrier Tech . or
Authorized Instructor
Inborn Should Training be Conducting
Delivery unit

Mum Sham Id Training be Conducted?

Before independent assignment

Skill or Topic

Collection Route
(Mee workBefore leaving for collection

Soak Tints

30 into.

Typo of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitut
Seasonal and Postal Assistant* (over 30 days)

Doi& and Act. Cads

13-4
33-4
43-4
63-1

Points To IN COrr000l
litateuctiono1 Aids and
Nees to Instructor

A. Recording time

13: Obtaining collection schedules

C. Obtaining vehicle

D. Inspecting vehicle
E. Obtaining keys and equipment

F., Rules of collection

POP rifts 25414
nee inia

Forms 1230, 1232, 1234, or time
recording badge

Handbook 4I-41, sec. 550

107
n-t. 7-144



Craft Orientation and Skill Training: City Letter Canier 312 (p. 9)

POlifT WIGS IPPARTIMINT
CRAFT MULL TRAINING REQUIREMENTS

Views
mem Nu

132.3

Fee tiesittse)

City Latter Carrier

I OW f Took

Collection Route::
Street Duties

Oasis Tisas

3 hours

ineentsuer IS as (Posies) Tyne s Appsfinimemt Dm" end AO. CadsCarrier Sum.. Carrier Terb.. or
Authorised Instructor iteBnlar ( Annual Rate) 13-4

Regular ( Hourly Rate) 33-4Whets Shooed Tralion be Ceneeetedi
Career Substitute 43-1Collection Rout. Seasonal and Postal Assistants (over 30 days) 63-4

Satan Should Training be Geodoeser

Before independent asetrnitest

hints Te is emend
I

lasinettle,tel AIN and
tetoe le tratonter

A. Recording time Forms 1230, 1232, 1234, or time re-
cording badge.

B. Collecting mail . .-After trainee receives instruction
and observes for a minimum of 1C. rse of equipment
hour, allow hint to drive vehicle

D. Vehicle handling and perform all collection func-
tions for a minimum of 1 hour.

E. Obtaining and receipting for registers from stations and !Perm 3852
branches

F. Protection of mail
G. Safety

11-2. 7-145
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312 (p. 10) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Icion. No.

132.5

Fur (Position)

City Letter Carrier

UM or Topic

Collection Route:
Otlice WorkAfter return

Basic Time

30 min.

Instructor to be (Position)
Carrier Supvr., Carrier Tech.,
or Authorized Instructor

Typo of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistants (over 30 days)

Desig. and Act. Cods

13-4
33-4
434
03-4

Where Should Training be conducted?

Delivery unit

When Should Training be Conducted?

Before independent assignment

Points To Bs Cowed
instructional Aids and

Notes to Instructor

A. Recording time

B. Disposing of collection mail

C. Returning schedules
D. Disposing of sacks, satchels and keys

E. Reporting collection boxes skipped

F. Collection schedule delaysreport to supervisor

G. Reporting missing or illegible schedule cards; faulty doors
or boxes or defective locks; boxes in need of painting or
anchoring

IL Returning vehicle to parking area and/or garage

1. Procedures for ending time

J. Review with supervisor

Forms 1230, 1232, 1234, or time re-
cording badge and Form 3968

Form 1571

Overprinted Form 21 and Form
1621

May 1941

109
71-2, 7-141



Craft Orientation and Skill Training: City Letter Carrier 312 (p. 11)

FOOT OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
iden. No.

430

For (Position)

City Letter Carrier

Simi or Topic

Driver orientation

Oasis Time

2 bourn
Instructor to be (Position)

Designated Driver Instructor
TWA of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Postal and Seasonal Assistants (over 30 days)

05111. and Act. Code

13-9
33-4
43-9
63-4

Where Should Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

3efore assignment to driving duties. Items, A, B and C, before initial driver training on vehicle-1 hour items
D-1:". after trainee completes training on vehicle(s)-1 hour.,

Points To S. Covered instructNnal Aldo and
Notes to Instructor

A. Defensive driving
Professional vs. amateur drivers
Proper attitudes
Explanation of stopping distances (reaction time plus brak-

ing time)
The Smith System of Space Cushion Driving

B. Vehi, ::-., preservation
R1/4A .? of driver in preserving vehicle

C. Local trefic laws and ordinances
Prohibition against speeding
Rules on parking and double parking

D. Vehicle maintenance
Use of repair tag

E. Procedures to follow in case of an accident

F. Discussion of accident report kit

G. Role of accident review board
Preventable PR. nonpreventable accidents
Safe driving awards

H. Use of Form 4570, Truck Card

1, Driver customer relations

J. Safety slide kit for driver orientation

K. Seat belt film Make It 1' our Habit

16-mm film The Smith System of
Space Cushion Driving

16-mm projector and screen

Form 4565, Repair Tag

Accident Report Kit

Publication For Experts Only

Form 4570, Truck Card

Safety slide kit, projector and
screen

Safety slide kit, projector, and
screen

16-mm film Make It Your Habit

ronn
May 1565

TL-2, 7-1-61
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312 (p. 12) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
'den. No.

432

For (Position)

City Letter Carrier

Skill or Topic

Vehicle Familiarization
(Conventional %- or 1-ton truck)

Basic Time

20 min.

Instructor to be (Position)
Designated Driver Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Postal and Seasonal Assistants (over 30 days)

Desks. and Act. Code

13-4
33-4
43-4
63-4

When Should Training be Conducted?
Classroom
g or driving range

lassroom or quiet area ;

When Should Training be Conducted?

Before assignment to driving duty Time is based on prior training on right-hand drive truck or 3-wheel vehicle.
If trainee has not had prior training, provide 1 hour for this phase.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Explanation and demonstration of the following parts and
operations of 34- or 1-ton truck :

a. Gearshift g. Gasoline and oil gauges
b. Ignition h. Tire pressure
c. Accelerator and brake r ldals i. Loading vehicle
d. Parking brakes and adjust- j. Mirrors ( rearview, side,

ments and pot lid)
e. Windshield wiper
f. Light switches (headlights,

parking, flashing and di-
rectional )

B. Safety check
POD Notice 76 to each trainee for sa fety check

Ratio of instructors to trainees
not to exceed 1 to 5

POD Notice 76

May 1551



Craft Orientation and Skill Training: City Letter Carrier 312 (p. 13)

POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS

Training
Iden. No.

For (Position)

City Letter Carrier

Skill or Topic

Vehicle Familiarization (Righthand-drive,
Jeep Dispatcher 100)

Basic Time

1 hour

Instructor to be (Position)

Designated Driver Instructor
Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Postal and Seasonal Assistants (over 30 days)

oasis. and Act. Code

13-4
33-4
43-4
63-4

Where Should Training be Conducted?

Classroom or Quiet area
garage or driving range

When Should Training be Conducted?

Within 3 months after receipt of these instructions for carriers already assigned to drive this vehicle, if they have not
received same or equivalent training. Immediately prior to assignment to drive this vehicle for other carriers.

Points To Se Covered Instructional Aids and
Notes to Instructor

A. Introduce and show slide-sound presentation From Foot-
power to Horsepower.

B. Discuss pertinent points of presentation.

C. Demonstrate and discuss following operations or parts of
vehicle and relate to slide-sound presentation :

a. Mirrors (rearview, pot lid, h. Seat adjustment
and side) i.. Safety belt

b. Windshield wipers j, Controls and switches
c. Tire pressure k. Instruments and indicator
d. Gas and oil lights
e. Doors, latches and locks I. Steering capability
f. Gas tank location and clear- in. Acceleration and breaking

ance characteristics
g. Loading and rear loading

clearance

D., Provide each trainee with Notice 76, Expanded Vehicle
Safety Check. Review and discuss in relation to vehicle.

Slide projector, cassette tape
player, screen, slides, and cas-
sette

Ratio of instructors to trainees
not to exceed 1 to 5

Notice 76

1 2542.8

n4. e-24 -71 112



312 (p. 14) Craft Orientation and Skill Training

POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS

Training For (Position)
'den. No

City Letter Carrier

Skill or Topic

Controlled Driving Instruction and Evaluation

Instructor to be (Position)
Designated Driver Instructor

When Should Training be Conducted?
Driving range

Type of Appointment

Basic Time

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Postal and Seasonal Assistants (over 30 days)

Desig. and Act. Code

13-4
33-4
43-4
63-4

When Should Training be Conducted?

Before assignment to drive that particular type of vehicle.

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Allow each trainee to practice driving so as to become profi-
cient in the following::

a. Smooth stopping and knowledge of braking distance required
for varying speeds

b. Locating front and rear bumpers

c. Maneuvering of vehicle for clearance on right and left sides

d. Parking vehiclebacking and perpendicular

B. Five-mile roadtest for evaluation of driver trainee
442 Left-hand drive
444 Right-hand drive
446 3wheeled drive

Provide 2 hours instruction and practice for right-hand- drive or three-
wheel vehicles. Allow 40 minutes practice for left-hand-drive vehicle when
trainee has received training on right-hand-drive or three-wheel vehicle.
If left-hand-drive truck is used in initial assignment, provide 2 hours prac-
tice for that vehicle.

IRSErForm
May 1968 2542-8

One vehicle for two trainees

The type vehicle employee will be
assigned to drive

Ten to 15 traffic cones or pylons as
required by course layout

Chalk for marking off stop lines
and course problems

Schematic of practice course
Form 1543

113 T4-7, 5-24-71.



Craft Orientation and Skill Training: Clerk

320 CLERK CRAFT

321 Clerk Craft Orientation Requirements

321 (p. 1)

POST OFFICE DEMI/MAW
CRAFT ORIENTATION REQUIREMENTS

Training
Mon. No.

200

For (Position)

Distribution Clerk

Skill or Topic

Duties and Responsibilities of Position

Basic Time

25 min.
Instructor to be (Position)
Tour Superintendent or
General Foreman

Type of Appointment

Regular (Annual Rate)
Regular ( Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Deal& and Act. Code

11-0
31-0
41-0
61-0

Where Should Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

Second day in duty status and before assignment to Job

Points To Be Covered Instructional Aids and
Notes to instructor

I. Introduction and Relationship to Supervisor
A. Necessity of obeying instructions
B., Acceptable behavior and decorum
C. Duties of position
D. Schedule assignment
E. Hours of duty and days of

II. Procedures to Follow When 'Unable to Report for Duty
A. Telephone numbersWhen to call
B. Form 3971 (use)
C. AT AL Program (Specifically related to this craft assign-

ment )
D. Annual and sick leave, LWOP, AWOL, other leave
E. Machinery hazards

Job Description

Form 3971

wet
May 19411

TL-2. 7.1.4f
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321 (p. 2) Craft Orientation and Skill Training: Clerk

POST OFFICE OCPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

200

For (Position)

Distribution Clerk

Skill or Topic

Safety Performance Standards Workroom
Conduct

Basic Time

30min.

Instructor to be (Position)

Supervisor or OJT Instructor

Typo of Appointment
Regular (Annual Rate)
Regular (Hourly Rate)
l. areer Substitute
Seasonal and Postal Assistant (over 30 days)

Deng. and Act. Cods
11-0
31-0
41-0
61-0Where Should Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

Second day in duty status and before assignment to job

Points To Be Covered
Instructional Alds and

Notes to Instructor

A. Safety

B. Safety kit (distribution clerk)

C. Location of first aid unit

D. Proper lifting

E. Show lifting film

F. Proper clothing no loose sleeves or necklaces worn around
moving machinery) women wear shoes with low heels

G. Workroom conduct ( smoking, personal needs, personal effects,
good housekeeping, caution against horseplay)

H. Fire and emergency procedures peculiar to installation

.---

Distribution Clerk Safety Kit,
Slides and Script

16-mm-lifting film

Inn
May MS

11-2, 7-1.44



Craft Orientation and Skill Training: Clerk 321 (p. 3)

POST OFFICE DIEPARTmEw
CRAFT ORIENTATION REQUIREMENTS

Training
iden. No.

200

i For (Position)

Distribution Clerk

Skill or Topic

Identifying Different Types and Classes of Mail

Basle Time

45 min,

Instructor to be (Position)
Supervisor or OJT Instructor

Type of Appointment
Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Desig. and Act. Code
11-0
31-0
41-0
61-0

Where Should Training be Conducted?
Clas

When Should Training be Conducted?

Second day in duty status and before assignment to job

paints lo Be Covered Instructional Aids end
Notes to Instructor

Classes of Mail and Airmail

A. Special services

Special delivery

Registered

Certified

Insured

Collect on delivery

Special handling

Military mail (MOM, SAM, PAL)

Customs

Postage due

Classes of mail filmstrip
Notice 59 (hand out to each

trainee)

Charts or dummy specimens of
various special service pieces

1FOB few A
May INS

TL-2, 7-144

116 .



321 (p. 4) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
!den No.

For (Position)

200 Distribution Clerk

Instructor to be (Position)

Supervisor or OJT Instructor

Skill or Topic

Distribution Procedures

Basic Time

80 Min.

Where Should Tiaining be Conducted?

Classroom or quiet area

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Deal& and Act. Code

11-0
31-0
41-0
61-0

When Should Training be Conducted?

Second day in duty status and before assignment to job

Points To Be Covered
Instructional .e Ids end
Notes to Instructor

A., 16mm film, duties of a distribution clerk

B. Distribution activity (casing motion)

C.. Use of hands ( importance of rhythm)

D. Use of thumb rubber (finger pads)

E. Importance of speed and accuracy

F. Explanation of case to which trainees will be initially assigned
Location of ser.)rations in case
Makeup of each separation

G., Bundle identificationFacing slips
H., Tying mail ( machine) ( where applical)le)

I. Hand tying
.1: Banding mail (Use of rubber bands)

K. Opening bundles

L. Rest bar use

16-mm film Distribution Clerk
16mm projector and screen

Handout Cade Diagram (Where
not preprinted locally, use Form
1620)

POD Notice 91

POD Poster 168
Item 0-1152, Rubber band

Item 0-317, Knife, ring type

1100 Farm 2.142-A
Slay INS

117
ft-S. 7-144



Craft Orientation and Skid Training: Clerk 321 (p. 5)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

200

For (Position)

Distribution Clerk

Skill or Topic

Tour of Assigned Installation

Basic Time

40 min.

Instructor to be (Position)

Supervisor or OJT Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Deets. and Act. Cods

11-0
31-0
41-0
61-0

Where Should Training be Conducted?

Assigned installation

When Should Training be Conducted?

Second day in duty status and before assignment to job

Points To Be Covered
Instructional Aids and

Notes to instructor

A. Discuss diagram of facility
B. Locations where work will be performed

C. Sources of mailreceipt and dispatch points
D. Flow of mail

E. Fire exits and equipment

F. Safety hazards
G. Lunch, rest and locker rooms

H. Location of offices :
Time section
Tour superintendent

I. First aid room

J, Scheme room

Diagram of facility

POO
1

tom 2!/2
May 9611

T4-5, S-11-70
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321 (p. 6) Craft Oriontotion and Skill Training: Clark

POST OPTICS DEPARTIADIT

CRAFT ORIENTATION REQUIREMENTS
Training
We% No.

200

For (Position)
Distribution Clerks appointed
prior to instillation of Craft
Skill Training System

Skill or Topic

Safety

flask Time

11/2 hours

Instructs to bs (Position)

Supervisor or OJT Instructor
Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Melt and Act. Cods

11-0
31-0
41-0

Where Should Training bs Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Ile Covered In ctstruional Aide and
Notes to Instructor

A. Safety kit (distribution clerk)

B. Films, How to Lift Safely or A Weight Away and lifting
demonstration

C. Proper clothing (no loose sleeves or necklaces worn
around moving machinery)

Female employees required to wear shoes with heels of
low or moderate height. Open toe shoes and sneakers
are not suitable for wear on workroom floor.

D. Workroom conduct (smoking, good housekeeping, cau-
tion against horseplay)

E. Fire and emergency procedures

Distribution clerk safety kit,
slides and script

16mm lifting film
Utilize mailhandler to demon-

strate proper lifting proce-
dures

May I MI

119

TI,-$, S-11-711



Craft Orientation and Skill Training: Clerk 322 (p. 1)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Idea. No.

242.1

For (Position)

Distribution Clerk

Skill or Topic

Outgoing Mail Preparation
(Mixed Collection)

Oasis Time

3 or 4 hours

Instructor to be (Position)

Supervisor or OJT Instructor

Type of Appolatrnent

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Dais. and Act. Cede

11-0
31-031
41-0
Ft-0

~to Should Training be Conducted?

Workroom deer

When Should Training be Conducted?

One -half hour instruction before assignment; 1% hours close monitoring before independent assignment; and 1
hour followup instruction during next period of assignment

Points To Se Covered Instructior.el Aids end
Notes to Instructor

A. Recognizing machine cancelable vs. noncancelable mail
Identifying classes and types of mail

B. Meter breakup

C. Facing letter mail

D. Traying

E. Loading mails on ledges
Job performance under close monitoring

Where separate metered break-
up unit is operated, provide
1 hour additional skill train-
ing in that operation

May INS

TL-S, 120



Craft Orientation and Skill Training: Clerk 322 (p. 2)

POUT OM 00011111111Iff
CRAFT SKILL TRAINING REQUIREMENTS

Training
Mem Mc

242.2

For (reedierii

Distribution Clerk

INN er Topic

Outgoing Mail Preparation
(baud canceling)

Peels Time

2 hours

iestammer te be (Maim)
Supervisor or OJT Instructor

Type et Appc **mei

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Doi& end Att. WM

11-0
31-0
41-0Masse $111111d TeSiPille MI Cendusied?

Workroom Poor

Moen NINA UNION§ be Conducted?

Before Independent assignment to perform band canceling duties

Penile re lie Cowed inelmittinel Mb sad
Moen se inetniam

Hand Canceling

A. Source of mail

B. Rating different classes and types of mail

C. Uses of scales

D. Identifying different classes and types of mail

E. Use of postmarking devices

F. Change of postmark

G. Disposition of mail after postmarking

H. Prevention of damage in hand canceling

elm tem 01.4fee

?t-5, 7-1.4e
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322 (p. 3) Craft Orientation and Skill Tralnir C11141

POST OPP= COPWITIAINT
CRAFT SKR.L TRAINING REQUIREMENTS

Treedes
Mee. Nue

242.3

F (Position)ee

Distribution Clerk

s or Teet Tape

Outgoing Mats Preparation
(Class A Machine Canceling)

Basic T ido

1 boar

ivammis. so los (Pssnisa)

Supervisor or OJT Isistructor
Tarps of Asmonammt

Reinder ( Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postai Assistant (over 30 days)

Deep" sad bet Cede

11-0
31-0
41-0
61-0

Voltam Inevie Wended be Ceedeetae?

Workroom Soor

When Ilbeeld Trainees be Ceedeeeset

Before Independent sesignatent to operate the canceling machine

Feints Ti Se Cavorse inannetlenst Mots NMI
Hetes le Iostnenee

A. Machine class .t" canceling

Changing (lie
Treatment of short cm. nonshort letter

B. Performing minor or routine maintenance tasks

C. Performance under close monitoring

Fens redid
Key Ito

122 IL-I, 7-1-40



Craft Orientation and Skill Training: Clerk 322 (p. 4)

POST OFFICE OEPARTSWIff

CRAFT SKILL TRAINING REQUIREMENTS
Training
Idea. No.

242.4

For (Position)

Distribution Clerk

Skill or Topic

Outgoing Mail Preparation
FacerCanceler, Edger-Stacker Operation

Bash Vim

1%-2 hours
classroom-
2 hours on-the-job

Instructor to be (Position)

First Line Supervisor, Group Leader
or Maintenance Technician

Type of Appo Mintiest

Regular ( Annual Rata)
Regular (Hourly Rate)
Career Substitute

Deal& and Act. Cede

11-0
31-0
41-0Whore Should Training be Conducted?

Classroom and on-the-job

When Should Training be Conducted?

Classroom training must be completed before assignment to operating facer-canceler. On-the-job training is per-
formed when first assigned to the machine.

Points To Be Covered Instructional Aids and
Notes to Instructor

Operation of Facer-Canceler and Edger-Stacker

Classroom
A. Machine "A" and Machine "B" Operators

1. Operating machine controls
2. Safety precautions
3. Clearing jams

B. Machine "A" Operator
1. Operating controls for edger-stacker
2. Stacking mail in the edger-stacker
3. Removing nonniachineable mail
. Proper feeding of mail to the facer-canceler
5. Operates facer-canceler-edger-stacker at the pre-

scribed rate of SP 2-470

C. Machine "B" Operator
1, Disposing of canceled mail and providing empty

trays
2. Clears jams and assists "A" operator, as needed

Note: Machine "A" and "B" operators interchange periodically

On- the -.lob

I), Demonstrate the points listed under classroom training

E., Supervisor fills out Performance Evaluation for each op-
erator

F. Performance of routine or minor maintenance tasks
( upon attaining performance standards prescribed for
job)

Training Manual P-22; 35-mm
filmstrip (Mail Preparation
Line) ; slide projector , 16-mm
film (Edger-Stacker); film pro-
jector; handouts

See above

See above

Actual equipment

Performance Evaluation Form

arm
May 19611

IL-2. 7-1-69
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322 (p. 5) Craft Orientation and Skill Training: Clerk

FOOT OCFCE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Idea. No.

244.1

For (Position)

Distribution Clerk

Skill or Topic

Outgoing Primacy Distribution (Letter)

link Time

2 or 6 boure
Instructor to be (Position)

Supervisor or OJT Instructor
Type of Appointment

Regular ( Annual Rate)
Regular I Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 di)ss)

Deeig. and Act. Cods

11-0
31-0
41-0
61-0

Whim Should Training be Conducted?

Workroom Boor

When Should Training be Conducted?

See note below

Points To N Covered instructlanol Aids and
Notes to instructor

A. Makeup of letter distribution case
Location of separation on ease
Mail for each separation
Special delivery and other special holdouts

B. Source of letter mail and recording of volume

C. Use of rest bar

D. Distribution of letter mail
Distribution activity ( casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

E. Distribution of letter mail under close monitoring

F., Sweeping letter cases

G. Disposition of letter mail when separation is full

H. Daubing ncanceled scamps
Note 1/ outgoing primary letter case is initial fiat or letter distribution
assignment:.

Provide 6 hours training lu above items on outgoing primary letter case
as follows

15minute group instruction, and
21)i hours close monitoring before independent assignment to distri-
bution, and
3 hours followup instruction in two or more sessions during next
two periods of assignment.

If trainee has received prescribed training in any other fiat or letter
distribution operation, provide '2 hours of training on above topics.

POD fens
Moy 1 tU

124 TL-2, 7-141



Craft Otientation and Skill Training: Clerk 322 (p. 6)

POST OFFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Trsinins
Iden No.

244.2

For (Position)

Distribution Clerk

Skin or Topic

Outgoing Primary Distribution (Flats)

Basic Time

5 hours or
2 hours

Instructor to Os (Position)

Supervisor or OJT Instructor

Typo of Appointment

Regular (Annual lintel
Regular i Hourly Rate)
career Substitute
Seasonal and Postal Assistant (over 30 days)

Desks end Act. Code

11-0
31-0
41-0
61-0

Mans Should Training to Conducted?

Workroom floor

When Should Training do Conducted?

See note below

Pubis To IN Covered
instructional Aids and

Notes to Instructor

A. -Makeup of flat distribution ease
Local loll of separation on case
Mail for each separat ion
Special delivery and other special holdouts

B. Source of flat mail and recording of volume

(' 1 )istribut ion of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

1). Ihstribut ion of flat mail under dose monitoring

E. Su eeping flat cases

F. Case pull-dm% it tind tie -out

G. Disposition of flat mail when separation is full

11. Use of dispatch schedules

I.. Daubing uncimeeled stamps
Note: If outgoing primary flat ease is initial flat or httcr distribution
assignment:,

Provide 5 hours training in aboe items on outgoing primary fiat case
as follows:

15-minute group instruction, anti
2'e hours dose monitoring before independent assignment to distri-
bution, and
2 looms follon up instruction in two or re sessions during next
two period:41(f assignment.

If trainee has received prescribed training in any other flat or letter
dust. 'button operation. pro( tde 2 hours of training on above topics.

ham
Mew 1 NO

it-2, 7-1-69 123



322 (p. 7) Craft Orientation and Skill Training: Clerk

POW MICE ORNMINDIF
CRAFT MULL TRAINING REQUIREMENTS

Trebling
liNo. No.

244.3

For (Position)

Distribution Clerk

MN or Tests

Outgoing Primary Distribution (Parcels)

'ask Time

2 hours
loservisse to be (APO low)

Supervisor or OJT Instructor
roe et Abiolvdroollt

Regular ( Annual Rate)
Regular ( Hourly Rate)
ea reer Substitute
Seasonal and Postal Assistant (over 30 days)

Deals. sod Act Cede

11-0
31-0
41-0
61-0

Mon lebeeld Trolnlite be Conducted/
Workroom floor

Wren Ihmeoll Troia*g be cons/sobs?

Before independent assignment to this specific task

Pent. To Be Covered losiroetlesol Aids and
Notes to Instructor

Primary Parcels (nonmechanized)

A. Source of parcels and recording of volume
B. Layout of secondary separations

C. Disposition of parcels after distribution

I). Removal of damaged parcels

E. Prevention of damage to mail in distribution
F. Conveyor operation, where applicable (controls and

safety)

G. Handling of outside parcels

H. Recognition and handling of special handling, special de-
livery, and first -class

I. Obtaining and disposal of empty equipment

J. Actual distribution under close monitoring

OO Pero 21424
Meg 1 OM

c TL-2, 2-1-4,



Craft Orientation and Skill Training: Clerk 322 (p.

POW MICE OVARTIlliff
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

246.1

For (Positisi)

Distribution Clerk

Wm er Topic

Outgoing Secondary Distribution (Letters)

Basic Time

5 hours or
2,-3 hour'

Instructor to be (residen)

Supervisor or OJT Instructor

Type et Appointment

Regular (Annual Rate)
Regular i Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Desig. and Act. Cede

11-0
31-0
41-0
61-0

Where Should Training be Conducted?

Workroom floor

When Should Training be Conducted?

See note below

Feints Te Be Covered
Instructional Aids and

Hetes to Instructor

A. Makeup of letter distribution case
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

B. Source of letter mail

C. Use of rest bar

I), I)istribution of letter
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

E. Distribution of letter mail under close monitoring

F. Sweeping letter
.-

Case pull-down and tie-out
Bundle labeling

G. I)isposition of letter mail when separation is full

11. Use of dispatch schedules

I. Daubing uncanceled stamps

3, Tying or banding of mail
Sote: If outgoing secondary letter case is initial flat or letter distribution
assignment :I

Provide 5 hours training in above items on outgoing secondary letter case
as follows:

15-minute group instruction, and
2, hours close monitoring before independent assignment to distri-
bution, and
2 hours followup instruction in two or more sessions during next
two periods of assignment

If trainee has received prescribed training in any other fiat or letter
distribution operation, provide 2 hours of training on above topics for
eases up to 49 separations. If over 49 separations, provide 3 hours of
training.

POD Notice 91

Moy INS

TL-2, 7-1-49

1Z7



322 (p. 9) Craft Orientation and Skill Training: Clerk

POST OPTCE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Wit No.

246.2

For (Position)

Distribution Clerk

Skill or Topic

Outgoing Secondary Distribution (Flats)

Seals Time

5 hours or
2 hours

instructor to be (Position)

Supervisor or OJT Instructor
Type of Appoinbrisnt

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

D818, 611 ACt. Cede

11-0
31-0
41-0
01-0

Where Should Training be Conducted?

Workroom floor

When Should

See note below

Training be Conducted?

Points To S. Covered instructional Aids and
Notes to Instructor

A. .NTa kent (If flat disa rihnt ion case
1..at ion of .,....parat loll on rase
Mail for each separation
Special delivery and of her special holdouts

B. Source of flat mail and recording of volume

C. Distribution of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

I). Distribution of flat mail under close monitoring

E. Sweephig flat cases

F. Cask pull-down and tie -out

G. Disposition of list mail when separation is full

II.. Use of dispatch schedules

I. Daubing unanceled stamps
.1., Tying mail

'Note: if outgoing Itregaltal I) flat ease is initial fiat or litter dila rant HIM
(MINIUM at ;

Provide: hours training in aboe items on outgoing secondar tint ease
as follows:

15.minute group instruction, an,/
2% hours close monitoring before independent assignment to distri-
bution, and
2 !hair folhou up last ruction in tuo or more ASSifillS during next
tiro perbsis of a....ignment

If trainee has received prescribed training in any other flat or letter
dist, Outwit operation. pros ide 2 hours of training on above topics.

POD form 33414
may 1068



Craft Orientation and Skill Training: Clerk 322 (p. 10)

Training
'den No.

2463

POST MICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

For (Position)

Distribution Clerk

Skill or TOPIC

Outgoing Seeondary Distribution and Dispatch
(Parcels)

Basic Time

8 hours

Instructor to be (Position)

Supervisor and/or OJT Instructor

Where Should Tai,: ng be Conducted?

Workroom door

When Should Training be Conducted?

Type Of Appointment

Regular i,lt,nual Rate)
Regular Hourly Rate)
I artier Substitute
Seasonal and Postai Asistant (over 30 days)

Doeig. and Act. Cod.

11-0
31-0
41-0
61-0

Three hours before independent assignment to this specific task

Points To Be Covered Instructional Aids and
Notes to Instructor

Distribution of Parcels Secondary (mechanized or nonmecha-
nixed)

A. Source of parcels and recording of volume
Front primary
Bypass direct to secondary

B. Rack layout labeling rack

C. Hanging and pulling sacks

D., Dispatch
Dispatch schedules
Making separations to and loading platform trucks
Dispatch down dump holes

E. Prevention of damage to mail and handling of damaged
mail

Proper sacking
Importance of observing maximum weight limits

G. Handling of outsides

II.. Recogn it ion and handling of COD. enstoni4. postage dime,
special delivery* mail, special handling, certified and
first-class

I, Obtaining and disposing of empty equipment

.1., Weighing awl recording weights

K. Actual (list Hint ton under close monitoring

POD Fenn 2342-a
May 19#411

It-2, 7-1-45 129



322 (p. 11) Craft Orientation and Skill Training: Clerk

POST MICR DIPARTMINT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Wen. No.

248

For (Position)

Distribution Clerk

Skill or Took

Outgoing Mall Dispatch (Letters and Flats)

Basic Time

4 hours

Instructor to be (Position)

Supervisor and/or OJT Instructor
Type at Apnetntratart

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Dais and Act. Cede

11-0
31-0
41-0
61-0

More Should Training be Conducted/

Workroom door

When Should Training be Conducted,

Before independent assignment to pouch and dispatch activities

Points To Be Cowed instructional Aldo and
Neale to Instecalw

A. Hanging and pulling sacks and pouches

B. Following dispatch mluence instructions

C. Proper equipment for different types of mail (airlift, loose
pack, sacks, pouches, locks, snap seals, rotary locks, num-
bered seals, and airmail)

D. Labeling pouch and sack racks

E. Reading pouch and sack labels

F. Traying and container movement

G. Loose packing letter mail

H. Loading nutting trucks
I. Dispatching sacks and pouches

J. Weighing ant recording pouches

K. Receipting, billing, and dispatching registered mail
L. Bundle identification

M. Contact with transfer office and platform supervision
POD Notice 91

ream
May 191111

130 n-2, 741



Craft Orientation and Skill Training: Clerk 322 (p. 12)

FOOT OPPIa OSPPATINNT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Wen. PM

252

for (Position)

Distribution Clerk

Skin er Task

Incoming Mail Preparation
(Transit ()petting Unit)

twit Time

9 hours

instructor to be (Position)

Supervisor or OJT Instructor
Typo of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Peels end Act. Cede

11-0
31-0
41-0
61-0

Where Should Training be Conducted?

Workroom floor

When Should Training be Conducted?

Thirty minutes instruction before assignment to this speciSc task. Two and one-half hours close bionifOrinif before
independent assignment to incoming opening operations

Points Te SO Cowered instructional Aids end
Notes to instructor

A. Segregating sacks and containers: preferential, nonpreferen-
tial, papers, letter circulars, etc.

B. Identification and handling of presorted mail, bypass mail

C. Placarding or identifying sacks of nonpreferential and trays
of preferential mail as to time of receipt

D. Opening dumping inspection of empty sacks

E. Conveyor operationwhere applicable

F. Identification and disposition of bundles and single pieces as
to type, classification, etc.

Special delivery, registered

G. Trnying or placing in work containers

FL Preparing bundles for distribution
Distribution of bundles into proper separations

I. I)isposal of empty equipment
Sacks, labels, bands, string, wire, etc.

.f. I)isposal of mail for further handling

K. Disposal of mail bypassing further handling

L. Movement of mail to work centers

M. Actual performance under close monitoring

Peres
May INS

TI-2.
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322 (p. 13) Craft Orientation and Skill Training: Clerk

POST WPM SEPAIITISDIT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

254.1

For (Position)

Distribution Clerk

UM or Trivia

Incoming Primary Distribution (Letters)

Seals Tints

2 hours or
5 hours

Instructor to be (Position)

Supervisor or OJT Instructor

Type of Appointment

Regular t Annual Rate)
Regular (Hourly Rate)
i 'a reer Substitute
Seasonal and Postal Assistant (over 30 days)

DWI" and Pat Coda

11-0
31-0
41-0
61-0

Where Should Training be Conducted?

Workroom door

When Should Training be Conducted?

See note below

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Use of rest bar

B. Makeup of letter dist ribut ion case
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

C., Source of letter mail

D., Distribution of letter mail
Distribution act ivity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

K. I )i.st ribut ion of letter mail under close monitoring

F., Sweeping letter cases

0. Case pull-clown anti tie-out

II, Dkposit ion of letter mail alien separation is full

I. Daubing uneanceled .4t amps
Note if mooning pr into, y letter ease is Initial flat or letter distribution
assign in rat ,

Provide 5 looms training in abate items on inoaning primary letter ease
fIs follows:.

1:,- minute group instruction, and
214 hour. clo.e nomitoring before Independent assignment 0) distri-
bution, (no(
2 hour. follow up instrindbm in two tr more sessions duriu,t next
tn., I as.dgainent iierbiik

If trainer has reef it cI pi( scribed training in any other flat or letter
distribution operation, Imo% We 2 hours of It 'l ining on above topics

May 1146
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Craft Orientation and Skill Training: Clerk 322 (p.14)

MMT OFFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Iden. Ms

254.2

For (Position)

Distribution Clerk

lit U or Tope

incoming Primary Distribution (Flats)

emit Time

2 hours or
5 hours

inetnrclor to be (Position)

Supervisor or OJT Instructor

Type of Appointment

Regular (Annual Rate)
Regular I H Rate)
Career Substitute
Seasonal and Postal Assistant (oler 30 days)

Desk. end Act Code

11-0
31-031
41-0
01-0

Who* dessuld Training Po Conducted?

Workroom door

When Smuts Teintne be Conducted?

See note below

Points To Is Covemd inetructional Aids and
Notes to instrucbr

A. Makeup of flat distribution ease
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

B. Source of flat mail

C., Distribution of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

D., Distribution of flat mail under close monitoring

E. Sweeping flat eases

F. I )isposit ion of fiat mail when separation is full

G. Daubing' Uncaneeled id :Min.;

Note; If incoming in unary flat east is initial fiat or letter distribution
assigning tit

Pro% ide 5 hour-, training in Ilin Al. item4 on incoming primary tint case
an follgoirg

15-minate group instruction. and
234 Moms close monitoring before independent assignment to distri-
bution. and
2 boors fttliou up Instruction in two or r more sessions during next
two periods of a.t.ignment.

If trainee has it ei lieu pet seribtd training in any other fiat or letter
distribution opt rotion, provide 2 lo turn of training on above topics.

mos 150

ri-2. 7-1-0
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322 (p. 15) Craft Orientation and Skill Trainiiar Clerk

POST ORME ORPARTIIIDIF

CRAFT SW. TRAINING REIWIRDIENTS
Trmaining
te. Ns.

254.3

Fs, ovesitisn)

Distribution Clerk

Men m Teak

Incoming Printery Distribution (Parcels)

Oasis Time

2 hours
Instremes Is be (essItts0)

Supervisor or OJT Instructor
Type of Atmeintarost

Regular ( Annual Rate)
Retrtils. ( Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Dog. and Pot. Cats

11-0
31-0
41-0
61-0

Mem Wonlil Training be Conducted/

Workroom door

talon SNOW Tisinies IN Canevasel

Two bouts before independent assignment to this task

P. Ts Os Commit insavetisnal Aids sn1
NOW to Instructor

Primary Parcels (Nonmechanized)

A. Source of parcels

B. Layout of secondary separations

C. Disposition of parcels after distribution

D. Removal of damaged parcels

E. Prevention of damage to mail in distribution

F. Conveyor operation, where applicable (controls and
safety)

G. Treatment of special delivery, COD's, insured, and first-
class

11. Actual distribution under close monitoring

litss ISM



Craft Orientation and Skill Training: Clerk 322 (p. 16)

POST GM= DIAIITIMINT
CRAFT Wu 'TRAINING REQUIREMENTS

Tte1041111
Moo No

2501

For (Pennon)

Mgt ribution Clerk

Man or Took

Incoming Secondary Distribution and Dispatch
t Letters I

ihro'.4 Tim*

2 hours

Iftetruessr a to (Poontoo)
Supervisor or OJT Instructor

Imo of ApooMmototo

Regular (Annual Rate)
11:gular (Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

Omit atot net Colo

11-0
31-0
41-0
01-0

Moor tilloold Training no Moothoctutt

Workroom dour

Moo OM/ Troikas be Conagotoir

After trainee qualifies on secondary scheme. provide 30 minutes of individual instruction and 1% hours close moni-
toring before independent &assignment

Moot To ifs Cowell l om ontiook Ma and
Notes to lestetostor

.t. Makeup of letter distribution case
Lora t ion of wparat ion on case
Mail for each separation
Special delivery and other special holdouts

It Source of letter mail

C. Distribution of letter mail
Distribution activity (casing motion)
rse of hands
Importance of rhythm
Importance of speed and accuracy

I). I hstrilint ion of letter mail under close monitoring

E. Sweeping letter cases

F. Case pull-down and t ie.out

Ili I viNposit ion of letter mail who), :eparat ion is full

II. DiTatelt of mail to carrier Station
I. I faubitig unraneeleti stamps

.............
Mary

TL-2, 7-1-49



322 (p. 17) Craft Orientation and Skill Traininr Clerk

POST own* oenurnimer
CRAFT SKILL TRAINING REQUIltEMENTS

Trsining
Ilan. No.

256.2

For trunnion?

Distribution Clerk

Shill or reale

incoming Secondary Distribution and Dispatch
( Flats)

limit Use

2 hours

Instriscior Olo Is (POoniso)

Supervisor or OJT Instructor

Typo Of APIleigiosslat

Regular I Annual Rate)
Regular i Hourly hate)
career Substitute
seasonal nod Postal .ssistant (over 30 days)

Desig. sad Act. Coal

11-0
31-0
41-0
01-0

Mare Slieuld Trsining be Conducting?

Workroom door

logien $Isutd

.%fter trainee
luring liefinv

Training be Canducted?

qualifies on secondary scheme, provide 30 minutes of Individual instruction and 1% hours clogs moat
independent woligument

Ishii To S. Carom! Instructional Aids sod
Notes to lootruclow

A. NEakettp of fiat dist ribut ion case
!meat ion Of sepa rat ion on case
Mail for each separation
Special delivery and other spc:ial holdouts

13. .*_Zotirce of tint mail

C. Dist ribut ion of flat mail
1)kt ribut ion activity (casing motion)
1-se of hands
Importance of rhythm
1 1111)ortatice of !..peet 1 and accuracy.

I). 1 )ist ribut ion of flat mail under close monitoring

E.. Sweeping flat en,cs

F. Disposit ion of fiat mail when eparat ion is full

ti. 1 tispatell of ma II to carrier slat ion

I I , Ilubitig uncanceid slumps

all 1541

1:'6
Tt-t, 7-145



Craft Orientation and Skill Training: Clerk 322 (p. 18)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

26.3

For (Position)

Distribution Clerk

Skill or Topic

Incoming Secondary Distribution and Dispatch
( Parcels)

Seale Tim

3 hours

Instructor to b. (Position)

Supervisor and/or OJT Instructor

Type of Appolntmant

Regular (Annual Rate)
Regular ( Hourly Rate)
Career Substitute
Seasonal and Postal Assistant (over 30 days)

DOME. and Act Code

11-0
31-0
11-0
61-0

Where Should Training b. Conducted?

Workroom floor

When Should Training b. Conducted?

Three hours before independent assignment to this task

Points To Se Covered Instructional Aids and
Notes to Instructor

Distribution of Parcels Secondary (Mechanized or Nonmech-
anized)

A. Sources of parcels ::

From primary

Bypass direct to secondary

B. Rack layout-labeling rack

C. Hanging and pulling sacks

D. Di patch
Separation to carrier holdoutshampers

Dispatching by routes to platform truck

Combining outside, with sacks to carrier assignment

Combining numbered sacks in sack routing system ac-
cording to vol tune

E. Treatment special delivery, COD's, insured, certified and
first -cl ass

POO Form 2542-6
May 1164

il-2, 7-1-69
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322 (p. 19) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Iden. No.

NO

For (Position)

Ditribut ion Clerk

Skill or Topic

scheme orientation (Manual)

Basic Tine

2 hours
Instructor to be (Position)
Instructor and/or Designated Super-
visor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

D.sIg. and Act. Code

11-0
31-0
41-0

Where Should Training be Conducted?
All office4 ioerforming scheme distri-
tition. Classroom or quiet area.
When Should Training be Conducted/

At all offices performing scheme distribution-2 hours

Points To Se Covered Instructional Aids and
Notes to Instructor

St heine Orientation

.k., I )ethic type, of :,lienies

B. Explain piirpo,e of scheme

( '. gtittipittent and ,uppl le, for ,cliente ,tudy

1). 1)1,cit proliewncy- requi milieu! :,, zcliettle examinations and
Job performance

E. Belat ion,liip of printed scheme to geographical and delivery
areas

F. I )1,cti.:, pn)gra In for recognition of superior performance

( ;, Explanation of coding scheme study cards

I I, I )1,ett,- tools of ,cheine -4 tidy and how t hey are to he used :.
a. N[ZI p
h. Pract ice cards
c.. Pract we etn,e
d. Blackboard or paper and pencils

I, I )i-co,,, T, ehidpt,,,r,f Belem, (' Study, POD Publication 133

Baps, practice cards, practice
cases

POD Publication 67
Printed schemes for represented

schemes

POD Publication 133
Give a copy to each trainee

I
one

May 19141

IL-2, 7 -1-69



Craft Orientation and Skill Training: Clerk 322 (p. 20)

FIAT OFFICE DIEFARTMEIff

CRAFT SKILL TRAINING REQUIREMENTS
Training
Wen. No.

For (Position)

Distribution Clerk

Sid II or Topic

SrbellIP Traming (Manual)

Basic Time

Not to

exceed 28 hours
Instructor to be (Position)
Instructor and/o: Designated Super-
visor

Type of Appointment

Regular (-Annual Rate)
Regular (Hourly Rate)
Career Substitute

Desig. and Act. Cods

11-0
31-0
41-0

Whore Should Training be Conducted?
All offices performing scheme distri-
button. Classroom or quiet area.

When Should Training be Conducted?

At office where on-the-clock scheme training is authorized

Points To Be Covered instructional Aids and
Notes to Instructor

Scheme Training Pf ocedure

A: Differentiate 1)et%%een on-the-dock scheme training and off-
the-clock scheme study

B. Discuss lesson study plans which are prepared for each
scheme for use during each on-the-dock scheme training
period

('., Schedule for scheme training

I). Lesson study plans:
a. I )ividing scheme into minor componentsstreets,

aennes, buildings, sectional center facilities, asso-
ciated offices, etc.

I. Me ,aorizing locations and sequencing of minor com-
ponents

c. Association of minor components or portions to scheme
deli% ery unit

d. Distribut ion or practice cards
e. Illackb(mrd or paper and pencil exercises
f. Assignment, for home study
g., Progre,,, testing and record keeping

Training Identification Numbers::
264 Outgoing
264.1 Outgoing Primary
264.2 Outgoing Secondary
266 Incoming
266.1 looming Primary
262.2 Incoming Secondary

Schedule on blackboard or chart
lesson plan for each scheme and
for each on-the-clock training
period

arm
May 19o$

139



322 (p. 21) Craft Orientation and Skill Training: Clerk

POST Off= DEPARTMUIT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

218.1

For (Position)

Distribution Clerk (Machine)

Skill or Topic

Letter Sorter Machine Operation
(Outgoing Primary Scheme)

Smile Time

'et. 322 (p.24)

Instructor to be (Position)
First Line SupervisorMachine Dis-
tribution Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Des*. end Act. Cods

11-0
31-0
41-0

Where Should Tre, Ain( be Conducted?

Training classroom

When Should Training be Conducted?

Start group 14 weeks before being assigned to machine

Points To Se Covered Instructional Aids and
Notes to Instructor

I. Outgoing Primary Scheme*
A. Equipment and supplies

B. Orientation for scheme
1. Explain scheme code number assignment
. Explain lesson study plan
3. Explain speed and accuracy requirements for instan-i

tancons recognit ion
4. Testing procedure for each lesson
:',. Coduto scheme study cards
G. Indi rdual Training Record, Form 2548
7. Daily record slip

C. Scheme st udy procedure
1. Indi ideal study
2 Companion practice
3. Lich rector test ing for each lesson
4, 1)e eloping riq)id recogn it ion
:-,, Daily record slip
li.. Entr ies on Form .2438
, Entries on progress chart,

*This is a new scheme. de% eloped specially for the LSM. and scheme
training is onthe clock. starting from -scratch

I. Other Schemes- -Incoming Primary, Incoming Secondary,
In. State. Co er Alva -A- and -Ii" above

Scheme t ra ini nu for oilier schemes w ill he given as plans are
made to put their on t he 1,S11. 1 ',mill.% t he incoming primary is
the -econd sclicine su liedided for t he I,SM, and scheme training
for in,t,iiitiineolu, renal' it ion 1\ ill .taut w hen the keyboard
of air is a Ireild w orking on I he 1,S11. The trainee should have
a II\ V It 111.41 1.()I. the iiiMiiiin" aii(1 State 'Climes before starting,
scheme t raining lor instantaneous recognition,

Scheme, one per trainee
Lesson study plan
Scheme cards
Individual Training Record,

Form 2548
Pro cress chart
Daily Record Slip, Form 2438
P-24, Operator Training Manual

for Multiposition Letter Sort-
ing Machine

Scheme
Lesson study plan
Scheme cards
Daily Record Slip, Form 2438
P-24, Operator Training Manual

for Multiposition Letter Sort-
ing Machine

Daily Record Slip, Form 2438
Scheme cards
Stopwatch or clock for rapid ree-
cognition

P-24, Operator Training Manual
for Multiposition Letter Sort

t-, Machine

POD Form 23424
May 19611

140
IL-2, 7-1.49



Craft Orientation and Skill Training: Clerk 322 (p. 22)

POET OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Iden. No.

_162

For (Position)

Distribution Clerk
(ilacinne)

Skill or Topic

Letter Sorter Machine Operation
(Scheme Numbers and Keying)

Sun Time

See 322 (p. 24)
Instructor to be (Position)
First Line SupervisorMachine Dis-

Type of Appointment Deng. and Act. Code

tribution Instructor Regular (Annual Rate) 11-0
Whore Should Training be Conducted? Regular (Hourly Rate) 31-0

Career Substitute 41-0Training classroom

When Should Training be Conducted?

Start group 14 weeks before being assigned to machine

Instructional Aids andruNotesPoints To Se Covered d to Instructor

Numbers Assigned to Outgoing and Incoming Primary Scheme
A., Equipment and supplies Training consoles equipped with

DETEX
Practice keyboards
Keyboard number chart
Keyboard number lesson plan
DETEX card number decks
Individual Training Record,

Form 2548
Progress chart
Daily record slip
P-24, Operator Training Manual

for Multiposition Letter Sort-
ing Machine

B. Orientation for keyboard
1. Explain operations of t raining console Training console
2. Explain operation of DETEX Practice keyboard
3.. Explain keyboard and hom to make numbers Keyboard chart
4, Console power otflearn basic numbers. Instructors

call numberstrainees key numbers as called
.5. Demonstrate starting., stopping, loading, and keying

on , he training console

r. Keyboard 11111116N' training procedure
I, Trainee loads feed table %% it h numbers lesson cards Training console
2. Starts console Practice keyboard
3., Key litinibers as presented DETEX card decks
4. Learn rhythmwhen to depress keys Keyboard chart
,:i. Rerun errors Daily record slip
(;. Repeat pr()ce(lures 1 through 5
7, Record number of errors on daily record slip
s. Alternate on practice keyboard after two rims of a

lesson
9.. Advance to next lesson %Olen accuracy is met

10., Repeat each lesson as above at rate of 35 cards per
minute until all number, have been learned

Poo F 2-11
May 1964

TL-2, 7-1-69
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322 (p. 23) Craft OrientOinn and Skill Training: Clerk

POET OFFICE DEPARTMENT

CRAFT SKILL. TRAINING REQUIREMENTS

Training
Men. No.

210 3

For (Position)

Distribution Clerk
)Machine)

Skill or Topic

Letter Sorter Machine Operation
?Keying Outgoing Primary Scheme)

Basic Time

See 322 (p. 24)

instructor to be (Position)
First Line SupervisorMachine Dis-
tribution Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Dui& and Act. Code

11-0
31-0
41-0

Where Should Training be Conducted?

Training classroom

When Should

Atter phase

Training be Conducted?

1 and 2 are completed (scheme and keyboard number training)

Points To Be Covered Instructional Aids and
Notes to Instructor

Outgoing Primary Scheme
A. Equipment of suiplies

li. Keying scheme proi.edure
I. Trainee loads feed table with addressed DETEX

cards
2. Starts console
3. Keys addressed cards as presented
4. Keys in rl lyt Inn at designated speed
5. Rerun errors
ti. Rep. .t procedures I through 5

.-

7. Record number of errors on daily record slip
5., Alternate on practice keyboard after two runs of a

a lesson
9, Ad N alive to next lesson NN lien criteria accuracy is met

19.. Increase speed by five letters- per - minute as ear It total
reN iew lesson is passed until criteria of 60-per-
minute at 95 percent accuracy is attained

Training console with DETEX
Practice keyboards
Scheme lesson plan
DETEX card scheme decks
Individual Training Record,

Form 2548
Progress chart
Daily record slip
Training manual

Training console
Practice keyboard
DETEX card decks
Progress chart
Daily record slip

POD f.rm 25424
May 19411

142
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322 (p. 25) Craft Orientation and Skill Training: Clerk

POST OFFICE (*PAYMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Men. No.

218.1

For (Position)

Parcel Sorter Distributor
( Machine)

Shill or Topic

Parcel Sorter Machine Operation (Introduction)

Elsie Time

1 hour

Instructor to be (Position)
Training Officer and/or Supervisor
Instructor

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Deft. and Act. Cods

11-0
31-0
41-0Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

First day of training

Points To Be Covered
Instructional Aids and

Notes to Instructor

Parcel Sorter Training Int mart ion for Operator Trainees

A. Welcome and introduction to training personnel
B. I )eser 1 pt ion of the parcel sorter
C. Duties of t he operator, facer. and panel control operator
D. Training criteria for each scheme. Speed and accuracy

requirements
E. Three phases of training
F. 'resting procedure to obtain Level (I

sotr: This procedure for on-the-Job testing to meet criteria is
in the process of development.

G. Question and answer period on the training program

Film Parcel Sorter Operations;
Training manual; Handouts;
P.S. training device

0 Form 230-11
raw 1611

1 Ltd

TL-2, 7-1-69



Craft Orientation and Skill Training: Clerk

Phase 1Schame Training

322 (p. 26)

FOOT OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Won. Na

218.2

For (Position)

Parcel Sorter Distributor
I Machine)

Sinn or Topic

Parcel Sorter Machine Operation
(Scheme Training)

Basic Ups

See323 (p.20)
Instructor to bit (Position)
First Line Supervisor or Operator-
Instructor

Typo of APPointftwrit

Regular (Annual Rate)
HRegular (Hourly Rate)

Career Substitute

0111$. and Act. Coda

11-0
3131-0
41-0Whom Should Training be Conducted?

Scheme
Classroom

When Should Training be Conducted?

For Outgoing Primary, start 1%-2 months before assignment to parcel sorter
For Incoming Primary, start training 2% months before scheduled assignment to parcel sorter

___
Points To So Covered Instructional Aids and

Notes to Instructor

L Outgoing Scheme
A., Equipment and supplies

B. Explanation of scheme
1. Number of new items daily
2. Speed itId accuracy requirements for instantaneous

recognition

C. Procedure for learning scheme
1, Practice on an individual basis
2. Companion practicing
3. Testing for each lesson

IL Incoming Scheme
Note: Trainee should generally have a lire scheme record before starting

parcel sorter incowing scheme training.

Areas covered in the incoming scheme training are the same as
for the outgoing scheme. The orientation will be given only once,
usually during the trainees' first session.

III. Mixed scheme
Outgoing primary and incoming primary combined

Scheme cards; Wall progress
chart: Daily record; Individual
Training Record, Form 2548,
Lesson plan

Outgoing scheme; P.S. Training
Manual

Scheme study cards; Daily record;
Individual Training Record,
Form 2548; Wall progress
chart ,' Handouts; Lesson plan

May teal

714, 7-1-69
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322 (p. 27)

Phase 2Keyboard Number Training

Craft Orientation and Skill Training: Clerk

POST OFFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Men. Mo.

218.3

For (Position)

Parcel Sorter I 1-4 rthutor
Machine)

Shill or Topic

Parcel Sorter Machine Operation
Scheme Numbers and Keying)

Basle Time

10 hours

Instructor to too (Position)
First Line Supervisor or Operator-
Instructor

Mime Should Training be Conducts&

Classroom

When Should Training be ..:onductodt

Typo of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

DOS*. and Act. Cods

11-0
31-0
41-0

Starts simultaneously with scheme training

Points To U. Covered Instructional Aids and
Notes to Instructor

A. Equipment and supplies

B. Exr la nut ion of parcel t.Airter training device
1., Starting and stopping
2. Speed selector switch
3. Counters
4. Record of errors

Operating keyboard
6. Projector

I'. Numbers t raining procedure
1. Numbers to lie learned
'2. Lesson plan- -dexterity drill reviewing procedure new

numbers drill
3, Speed and accuracy requirements
4. Recording results

Parcel sorter training device;
Keyboard guide; Wall chart;
Daily Record, Form 2438; Les-
son plan; Appropriate Min-
strips P.S. Training Manual

Training device

Lesson plan; training device, etc.
See above.

10 Fenn 1$42
ay 1%11
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Craft Orientation and Skill Training: Clerk 322 (p. 28)

FOOT OFFICE OEFMTNIDIT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. me.

218.4

For (Position)

Parcel Sorter Distributor
("Machine I

Skid or Topic

Parcel Sorter Machine 0!)eratIon
(Keying Schemes)

Basic Time

See 323 (p. 29)
Instructor to be (Position)
First Line Supervisor or Operator-
Instructor

TAN of APPointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Dods and Act. Cods

11-0
31-0
41-0Whore Magid Training be Conducted?

Classroom

When Should Training b Conducted?

After completion of Phase 1, scheme training, and Phase 2, keyboard number training

Points To Se Covered insbuctionel Aids and
Notes to instructor

.1., Equipment and supplies

B. Keyirg scheme training procedure
1. Number of lessons and number of items for each lesson
2. Review lessons
3. Speed and accuracy requirements for initial covering of

scheme items
.-4. Final speed and accuracy requirements in training (50

per minute at 98 percent accuracy)
5. Procedure for keying lessons
6. Requirements for passing each lesson
7. Overcoming speed and accuracy plateaus

Parcel sorter training device;
Wall chart; Daily Record,
Form 2438; Lesson plan; Ap-
propriate filmstrips; P.S. Train-
ing Manual

Training device; Lesson plan,
etc. See above

May Iola

11-2, 7-1.40 147
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Craft Orientation and Skill Training: Maiihandler

S330 MAILHANDLER CRAFT

331 Manhandle,' Craft Orientation Requirements

331 (p. 1)

POST ORM INPVilinter
CRAFT ORIENTATION REQUIREMENTS

Totality
Woo. Nit

220

Fs (Potitatt)

Mailhandler

NM se Took

Responsibilities and Duties of Position

Suet Roo

10 min.

Imamate is be (Psalm)
Supervisor or Group Leader

Tips al Atroolorantoot

Regular ( Annual Rate)
Regular ( nourly Rate)
Career Substitute

Doti. arid Ad. Cods

12-0
32-0
42-0

Mon Shouid Training be Condectodr
Classroom, quiet area, or work area

Whoa Sawa, 'Miami be Cooductod7

Second day in duty status and before assignment to job

Points To So Cowed lostmetional Aids MN
Notes to Ittotniebot

A: Introduction and relator ush ip to supervisor

B. Int mluct ion and rebut ionship to group leader

C., Necessity of following instructions

D. Acceptable conduct

E. ,Schedule assignment :
Hours of duty
Days off
Personal appearance

F. Workroom conduct (Good housekeeping, smoking regula-
tions, personal needs, personal effects, relationship with
other employees, caution against horseplay)

I
P00 Pato 2142 -A
tam MS
TL-2, 7-142
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331 (p. 2) Craft Orientation and Skill Training: Mailhandler

POST WKS 000111110fr
CRAFT ORIENTATION REQUIREMENTS

Telenet',
Mot PM.

=0

or (io IWO)

Ma (Handler

loaftnonor Is le (Mhos)
Group Leader or Supervisor

Nell or Toole

Responsibilities and Duties of Position

Sonic Tim

25 min.

Moe Mimed Troioies lie Coolie lett

Classroom. quiet arra. or %twit area

Type N Aftecicitcceet

Regular Annual Rate)
Regular (Hourly Rate)
Career Substitute

aNhen SlrwAd Tesoces be Conducted?

Delia sad Act. Cello

12-0
32-0
42-0

Second day in duty status and before assignment to job

Points To Po Covered

Dut ies of Posit ion

Loading and unloading mail
B. Transfer of mail
e, Preparing Mail for d istHint ion

Dkpatehing mail
E. Protection of mail from damage, loss, or theft
F., Pain Potitxott/tc.1/dit Thooller

lookoseleenie Aids and
Note* Os lootructer

Job description

Duties of the Mail Handler
16-nn film, projector and screen

POO Pena 2542-A
Ma" INS

150
TC-2, 7-1.40



Craft Orientation and Skill Training: Mailhandler 331 (p. 3)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
!den No.

220

For (Position)

Mailhandler

Skill or Topic

Procedures to Follow When Unable to Report for
Duty

Basic Time

13 min.

Instructor to be (Position)

Supervisor
Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Dna& and Act. Code

12-0
32-0
42-0

Where Should Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

Si vond (lay in duty status and before assignment to job

Points To Be Covered Instructional Aids and
Notes to Instructor

A.. 'Telephone numberswhen to call

B. Ise of Form 3971

(.. -.VIAL program, annual and nick leave, AWOP, AWOL
( S pee i fioai ly related to this craft assignment)

Form 3971

POD Form 2542-A
Aley 1%11

TL-2, 7-1-61
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331 (p. 4) Craft Orientation and Skill Training: Mailhandler

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position)
den No

220 Man:miller

Skill or Topic

Safety and Emergency Procedures

Basic Time

45 min.

Instructor to be (Position)

Supervisor and 'or Group Leader

Whore Should Training be Conducted?

Classroom. quiet area. or pork area

Type of Apperntment

Regular l Annual Rate,
Regular i Hourly Rate)
Career Substitute

Dui& and Al.- Coda

12-0
32-0
42-0

When Should Training be Conducted?

Second day In duty status and before assignment to job

Points To Be Covered Instructional Aids and
Notes to Instructor

Safety Kit

lin. 1..ift .stil le I ol

11. Machine hazard.-

I ''. Proper clothille::.

NockLit-. tie., Mid lone Active, prohibited around
mu% cv

Female employee, required to wear -hoes with heels
of moderate lieit.fht

Ir. Correct met hod-. of !nor dia trurney% and nutting I ruk,

.. KA f ant

Film slides and script.

projector, screen, and film
//o to Lift So fay

POO Fenn lid-A
May 114a

152
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Craft Orientation and Skill Training: Mailhandler 331 (p. 5)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
!den. No.

220

For (Position)

3ailhandler

Skill or Topic

Identifying Types and Categories of Mail

Basic Time

30 min.

Instructor to be (Position)

Supenisor and/or Group Leader
Type of Appointment

Regular (Annual Rate)
Regular ( Hourly Rate)
Career Substitute

Desig. and Act. Code

12-0
32-0
42-0

Where Should Training be Conducted?
Classroom or quiet area and work-
room floor

When Should

Second day

Training be Conducted?

in duty status and before assignment to job

Points To de Covered Instructional Aids and
Notes to Instructor

Identifieat loll of, and Treatment Afforded :,

A. Fir-4-4.1w,-; mail :

bralNo anlocl
NteteredStailiped

B. Second-class mail:

1)a ily neu -Tapers
Magazine::

C. Third-class mail :-

Local
Nottlocal
Bulk Ina ilrecognit ion of, and clearance procedures

I).. Special handling

F:. Fourt11-4.1a:-., ma il :,

Ordinary
Special handling

F.. Special delivery

G. Certified

II. Registere41

I. Collect on dei !very

J. Nlilitar Mall
K., Ciktonis

L. Postage due

.-

35-nnti filmstrip and projector,
C lasses of Mail

Specimens of the different classes
and types of mail

ono 21142-A
May 1944

Tl-2. 7-1-49 153



331 (p. 6) Craft Orientation and Skill Training: Mailhandler

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Odin. No.

220

For (Position)

Mailhandler

Skill or Topic

Tour of Assigned Installation

Basic Time

40 min

Instructor to be (Position)
Supervisor or OJT Instructor

Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

Dui& and Act. Code

12-0
32-0
42-0Where Should Training be Conducted?

Assigned installation

When Should

Second day

Training be Conducted?

in duty status and before assignment to job

Points To Be Covered Instructional Aids and
Notts to Instructor

A. Discu,4 diagram of factIity

It. Location," %%here work %% ill he performed

( .. Son nvs of mail- -receipt and diva t eh points clearance sect ion

I ). Flow of mail

E. Fire exits and equipment

F.- Sa fety hazard,

I 4'.. Swing, lunch and locker rooms

IL. Location of otliceb

Time section
Tour ,iiperintendent

I. Fir-.t aid mom

Diagram of facility

*my
May 194$

154
TL-2. 7-1-69



Craft Orientation and Skill Training: Mailhandler 331 (p. 71

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
!den. No.

220

For (Position)
Mailhandlers appointed prior
to installation of Craft Skill
Training System

Skill or Topic

Safety and Emergency Procedures

Basic Time

11/2 hours

Instructor to be (Position)

Supervisor and/or Group Leader

Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Desig. and Act. Code

12-0
32-0
42-0Where Should Training be Conducted?

Classroom, quiet area, or work area

When Should Training be Conducted?

Comp le' vithin three months after receipt of these requirements

Points To Be Covered Instructional Aids and
Notes to Instructor

.. Films, How to Lift Safely or A Weight Away

B.. Machine hazards

C. Proper clothing
Necklaces, ties, and loose sleeves prohibited around mov-

ing machinery

Female employees required to wear shoes with heels of
low or moderate height.. Open toe shoes and sneakers
are not suitable for wear on workroom floor

D., Correct methods of moving gurneys and nutting trucks

E.. Fire and emergency procedures

F., Safety slide kit for mailhandlers

16mm projector, screen, and
films, How to Lift Safely or
A Weight Away

Utilize mailhandler to demon-
strate proper lifting of sacks
and pouches

Mailhandler safety kitslides
and script

POD Form 2542-A
May 196e

IL-5, 5-15-70 155



ID332 Mailhandler Skill Training Requirements

Craft Orientation and Skill Training: Mailhandler 332 (p. 1)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

242.1

For (Position)

Mailhandler

Skill or Topic

Outgoing Mail Preparation (Mixed Collection)

Basic Time

3:30

Instructor to be (Position)

Supervisor and/7 Group Leader

Type of Appointment Desig. and Act. Code

Regular 12-0
Where Should Training be Conducted? Regular (Hourly Rate) 32-0

Workroom floor
Career Substitute 42-0

When Should Training be Conducted?

Provide 'a hour instruction before assignment, 1% hour close monitoring before independent assignment, and VA
hour folio.. up instruction during next period of assignment

Points To Be Cowed Instructional Aids andInstructional
to Instructor

A. Segregating and dumping collection mail
Reading pouch and sack labels
Disposal of empty equipment
Actual (lumping under close monitoring

B. Culling ( mixed collection mails)
Identifying classes and types of mails
Withdraw .tig bundles
Disposition of identified bundleslocal, out-of-town
Separating nonmachineable mail from cancelable mail
Disposition of nonmachine-cancelable mail
Actual culling under close monitoring

C. Facing mail ( where applicable)
Actual facing under close monitoring

Fenn
/My lea

Tt-2, 7-1-69 It%



332 (p. 2) Craft Skill Training Requirements: Mailhandler

Training
Wen. No.

242.3

CRAFT
POST OFFICE DEPARTMENT

SKILL TRAINING REQUIREMENTS
For (Position)

Mailhandler

Skill or Topic

Outgoing Mail Preparation
(Class A Machine -Canceling)

Basic Time

1 hour

Instructor to be (Position)

Supervisor and/or Group Leader

Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

Desig. and Act. Code

312-09,-0
42-0

Where Should Training be Conducted?

Workroom floor

When Should Training be Conducted?

Before independent assignment to operate the canceling machine

Peaks To Be Covered Instructional Aids and
otes to Instructor

A. Machine-Class "A" canceling

B. Changing die

C. Treatment of long letters and short letters

D., Actual canceling under close monitoring

E. Performance of routine or minor maintenance tasks

POO Perm 254
Mel 1164

157 TL-2, 7-1.6t



Craft Orientation and Skill Training: Mailhandler 332 (p. 3)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
!den. No.

242.4

For (Position)

Nholhand ler

Skill or Topic

Outgoing Mail Preparation
Facer Canceler, Edger-Stacker

Basic Time

1 ih-2 hrs. class-
room/2 hrs
on-the-job

Instructor to be (Position)

First Line Supervisor, Group Leader
.6;Aucted?

Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

Desig. and Act. Code

12-0
32.0
42-0

'?ithire4hoelicrain ng

Classroom and on-the-job
When Should Training be Conducted?

Classroom training must be completed before assignment to operating facer-canceler
I M-the-job t raining k performed a hen first assigned to the machine

Points To Be Covered Instructional Aids and
Notts to Instructor

OPERATION OF FACER-CANCELER AND EDGER-
STACKER

Classroom

A. Machine '',.- and Machine "B- Operators :.
1, Operating machine controls
'..),., Sa lety precautions
3, Clearing jams

B. Machine -A" Operator
1. Operating controls for edger-stacker
2. Stacking mail in the edger-stacker
3. P.Pitioving noninal.hinealde !nail
4, Pr( per feeding of mail to the facer-canceler
:-.. Operate-, facer-canceler-edger-,tacker at the prescribed

rate of SP 2--170

( '. Machine "B'' Operator :
1. Dispo,ing of canceled mail and providing empty trays
2. ('leap jam, and as--ists -A" operator. as needed

.v,ac., Nlachine "A" and -W. operator~ interchange periodically

On- the -fob

D. Dmon,trate the points listed under che,sroom training

E.. Siii)er% 1,10. fill, mit performance e% :dilation for each operator

F. Performance of routine or .moor maintenance tasks (upon
attaining per formato.e -.4 awlards prescribed for job)

Tr:tinny,' manual P-22 : 3:i-?hillr-
filmstrip, Mall Preparation
Lin( :. tit (it' projector ; 16-min
film Eilger-Ntooker.: filnt pro
jector; handouts

See above

See above

Actual equipment

Performance evaluation form

POD Fenn 23424
1141/1 INS

11-2,, 7-1-69
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332 (p. 4)
-

Craft Skill Training Requirements: Mailhandler

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
!dim No.

242 5

For (Position)

Mainland ler

Skill or Topic

Outgoing Mail Preparation (Metered)

Basic Time

2 bourn

Instructor to be (Position)

Supervisor and)or Group Leader
Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

Mai& and Act. Code

12-0
32-0
42-0Where Should Training be Conducted?

Workroom floor

When Should

Fifteen minutes
metered breakup

Training be Conducted?

before assignment to process metered mail ;, 1:45 before independent assignment (where separate
unit operated)

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Metered mails

B. Tray inglocal- -out-of-town

('. Identi lying notimetered

I). Seim rating letter-size and other sizes

E. Disposition of cancelable mail

F. Disposition of metered mail

G. Actual performance under close monitoring

POD Perm 25424
Mary 1961

159
TL-2, 7-1-69



Craft Orientation and Skill Training: Mailhandler 332 (p. 5)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
!den. No.

252

For (Position)

Nlailhandier

Skill or Topic

Incoming Mall Preparation (Transit Opening
Unit )

I Basic Time

3 hours

Instructor to be (Position)

Supervisor and/or Group Leader
Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

Deal& and Act. Code

12-0
32-0
42-0

Where Should Training be Conducted?

Workroom floor

When Should Training be Conducted?

Thirty minutes before assignment
Tn 0 and one-half hours before independent assignment to incoming opening operations

Points To Be Covered Instructional Aids and
Notes to Instructor

A: Segregating sacks and containers
Preferential, nonpreferent tal, papers, letter circulars, etc.

II. b lent ificat ion and handling of presorted mail and bypass mail

('. Pi:warding or identifying sacks of nonpreferential mail as to
time of receipt

D. Open ing--dumpinginspect ion of empty sacks

E. Conveyor operation where applicable

F. Identification and disposition of bundles and single pieces as
to type, classification, etc.

Special delivery, registered

G. 'fraying er placing in cork containers

11. Preparing bundles for distribution

I, Dispo<411 of empty equIpment
Sacks, labels, bands

J. Disposal of mail for further dling

K, Disposal of mail bypassing further handling

L. Movement of mail to work centers

M. Weighing mail and recording weights

N. Actual performance under close monitoring

May 111611

11-2, 7-1-69
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332 (p. 6) Craft Skill Training Requirements: Mailhandler

POST MICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training I For (Position)
Wen. No

272 Mai !handler

Instructor to be (Position)

Supervisor and/or Group Leader

Where Should Training be Conducted?

Parcel repair area or workroom

Skill or Topic

Repairing and Rewrapplag Damaged Mall

Basic Time

2 hours

Type of Appointment

Regular
Regular Hourly Rate)
Career Substitute

When Should Training be Conducted?

One-half Muir before assignment
Two and cue -half Irs before iudeper lent assignment to task

Desist and Act. Code

12-0
32-0
42-0

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Repairing and rt.%% rapping damaged mail

B Obtaining damaged mail

C. I of :
Tying machine
"'alp dispensers
I feat (v here a ppl 'cable )
IZewra p cunt mess:

('artons
Bags

I land wrapping

I). Limit ;Ica t ion and retention of contents, labels

Precautionary mea,iires

l)i,lio, t unidentifiable contents

Re-entr hill) mail ( ream

IL Sanctity mail and contents

I I -`4' of Form 3837

J. I %se of Form 3h23

K. ',ovation of ,,upplie:;

L..Actual perform:1,w ainlervlo,e monitoring

POD Form 2542-a
May 11411

161

111011M.

Form 3837

F lrm 3823

TL-2,, 7-1-69



Craft Orientation and Skill Training: Mailhandler 332 (p. 7)

POST OFFICE oereenmorr
CRAFT SKILL TRAINING REQUIREMENTS

Training
!den No

274

For (Position)

Mailhandler

Skill or Topic

Sack Handling

Basic Time

1 hour
Instructor to be (Position)

Supervisor and/or Group Leader
Type of Appointmen

Regular
Regular i Hourly Rate)
Career Substitute

Desig. and Act. Cods

12-0
32-0
42-0When Should Training be Conducted?

Workroom door

When Should Training be Conducted?

Before independent assignment to perform that task

Points To 11. Covered Instructional Aids and
Notes to Instructor

A. Readilig pouch and sack labels

li. I 'filo:tiling mail (sacks, ponclies, hampers)

('. Loading mail on moving belts

I), Loading mail on Ninveyors and down drop holes

E. I hiniphig mail from ,ack. and pouches

F'. Segregating and dumping mail

Ii. Culling I ident ifying classes and types of mail)

II. Performance under close nuinitoring

POD Ferns 254241
May lea'

TL-2, ' '-69

16Z



332 (p. 1) Craft Skill Training Requirements: Mailhandler

POST °MCI OMPARTIENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idim. No.

2731

for (Position)

Mailhandler

lain or Took

Platform Operations

seem Time

3 howl

Instructor to be (Position)
Supervisor and/or Group Leader

Type of Appointment

Regular
Regular (Hourly Rate)
Career Substitute

mew one me. Coo

12-0
32-0
42-0Where Should Training be Conducted?

Platform

When Should

Thirty minutes
7a0 and one

Training be Conducted?

before aqdgnment (classroom when films are shown and workroom)
-halt hours before independent assignment

Points To Se Covered Instructional Aids and
Notes to instructor

I. I wow i ng Plat form Operations

A. ( )peeing vehicle and rail car doors (where applicable)

B, rilloading vehicles

C. Plat form levelers ( where applicable)

I). Recei% lug direct mailers shipmentbulk mail, etc.

E. Clearance procedures
F. Use of portable conveyors

G. Arrangement of plat form trucks and hampers

11. Heading of sack labels

I., I >isposit ion of mail by class and type:,
Pre femit lalnonprefereni ial
.-;:teks
Outsides

.1. Entry in conveyor-systems (mechanized offices)

Dumping "1" i! in drops and on conveyors

I I, Outgoing Plat form Operations
A. Sad; handling at sa wtootli plat form

H. Loading plat form trucks
C. I >irect runouts and chutes (mechanized offices)

D. handling outsides
E. Placing sacks in holding area
F. Loading vehicles and rail cars:.

Setittent ial plat form placement and loading
Full utilizat ion of vehicle cube
Use of portable conveyors
Use of plat form dockboards, platform levelers

( where applicable)

16-mm projector (motion picture)
and films:
Outgoing Platform. Activities
Incoming Platform Activities

Chapter VII Handbook M-52

May I MS
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Craft Orientation and Skill Training: Manhandles 332 (p. 9)

POST OPIRCE 01PARTIAINT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Mon. pins

216.2

For (Position)

Mal 'handler

Wit or Topic

Dispatch Procedures

Basin Tim*

2 hours

Instructor to bo (Position)

Supervisor and Or (:oop !milder
Typo of Appointment

Regular
Regular Hourly Rate)
Career Substitute

Desig. end Act Cods

12-0
32-0
42-0

Whore Should Training bo Conducted?
Thirty min. group Instructions work-
room thor

When Should

Must be completed
Thirty minutes
One and one-half

Training be Concocted?

before assignment to the particular operation
before assignment

hours before independent assignment

Points To S. Covered instructional Aids and
Notes to instructor

A. Sweeping mail from cases

B. Assembling mail in trays

('. Sacking and pouching mail

I), Loading nutting trucks

E. Moving nut t lug trucks and other rolling equipment

1:,.; Loading sacks, pouches, and parcels in trucks or railroad
equipment

G. Loioling aml securing containers in trucks

IL Ltai,,e pack dispatch

I. Heading pouch and .ack labels

J. Closing awl locking sacks and pouches

K. 1)Npatching sacks and pouches--where necessary, furnish
trainees %% rut en in,t ructions on dispatch procedorPQ

L. Tying flat bundles
M., lianditig !.t tem hurdle,

N. Labeling packages : if mail

0 Actual perfalliance 111141er el(Ke monitoring

Chapter VII Handbook M-52

Cargo Loading and Control

Banding Instruction Handout

l'()1) Notice 91

1 MI

TL-2 7-1 -4,9

.0. la/ A



332 (p. 10) Craft Skill Training Requirements: Mailhandler

FOOT OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Mon. No.

275.1

For (Position)

Mai 'handler

Shill or Topic

Parcel Post Mail Processing

Basic Time

1 hour

Instructor to be (Position)
Supervisor and/or Group Leader

Type of Appointment

Regular
Regular ( Hourly Rate)
Career Substitute

Desig. and Act. Coda

12-0
32-0
42-0Where Should Training be Conducted?

Workroom area

When Should Training be Conducted?

One hour before independent assignment

Points To Be Covered Instructional Aids and
Notes to Instructor

A, Hanging and labeling sack,:

II. Hark !twat IOW, and la out

('. Mox onent of hamper., plat form trucks, etc., to and from dis-
t Hutt ton areas

I). Sacking parcel,'

E. Pull divan for I livatell

I:, ()mnch to dump holes, plat form trucks

POD form 25424
May 196S
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Craft Orientation and Skill Training: Mai !handler 332 (p. 11)

Trimurti'
him. No

POST of OEPARINMIT
CRAFT SKILL TRAINING REQUIREMENTS

For (Position)
1

27S.2 Itailhaniller---
Instructor to be (Position)

Supervisor and/or Group Leader

Whore Should Training too Conductod?
Workroom door., 30 min. group in-
structions

Skill or Tope

Itistribution Procedures
Typo 0i AppolMmsnt

Regular
Regular i Hourly Rater
Carver Substitute

IBasic Tim*

12 hours

Crisis. and Act. Cods

12-0
32-0
42-0

When Should Training he Conducted?

Must hi completed before assignment to this particular operation

Points To EN Covered Instructional Aids and
Notes to Instructor

.1. EN planat iron of nix:,

K. Mail sel liiara. Anis

(.., Sark anti pont+ seporat ion

I). Familiarization kith outgoing dist rilnit ion area

I:.., (.edge loading (other)

ebb Non 2S4I-s
May IINS

il-:. 7-1-69
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Craft Orientation and Skill Training: Special Delivery Messenger 341 (p. 1)

340 SPECIAL DELIVERY MESSENGER CRAFT

341 Special Delivery Messenger Orientation Requirements

PC 3T OFFICE 013PARTMENT

CRAFT ORIENTATION REQUIREMENTS
Teaming For (Position)
Idea. No.
340 1)ell% Nle Avenger

Instructor to to (Position)
P

Whirl Should Training be Conducted?

Classroom or quiet area

When Should Training be Conducted?

Skill or Topic

!Pitt ies and Responsibilities
1 se of Timecards
Introdilvtion

Basic Time
2 hours

Typo of Appoinbnont

Regular
%weer Substitute

Temporary Sithstituto lnd

Dads. and Act. Cods

14-0
44-0
54-0

1 ten b emit Oiled tofore assignment to dilly or other training

Points To 11. Covensd Instnictional Aids and
Notes to Instructor

.k. EN,Iiintiatig)11 of Inter
I Pri% er Iii11.11 %Try mail
Sch.Iuli.ut cork lortirs :mil day,
Prompt nbt mai eillice a It er rionplet of of 1:1 delivery

*Ivliploito windier. f. r :tilin In ilitring wrgeneies and
dine

ii4otlier relat

I ).. foy
drivitt,

WIn o
IViiti Iif mu
Sa toy kit 1..r -pecia I .1pli very no»setizer.;

E I d.f t !toard. or t nor tveorditiz
Fe win I ...!:10
Form I 2:::!
Trip 'Ara t Form 12311

hit nilitetigl
Su/H.1-644)r
111,trilotitriFlli to-ttgr-:

I1',31-111. inn ff.rin..;(;

Spoal li% ry foreman or pailititsi sissial delivery instruetor

Joh desrriptiiiin

Sa fist y Title kit. projector and

Mar 1 Nil

rt-z 7-1-41
1.67



341 (p. 2) Craft Orientation and Skill Training: Special Delivery Messenger

POST °FRCS DEPNTfhleff
CRAFT ORIENTATION REQUIREMENTS

Tr-ining i For (Position)
Wen. No.

I

340 i Spevial Delivery Nlessenger

Skill or Topic

Types of Stall Aeveittable as Special Delivery

Basic Time

2 hours

Instructor to be (Position)
(1

Type of Appointment

Regular
Career Substitute

Mew. and Act. Cods

14-0
44-0Paters Should Training be Conducted?

Ilits-P4riuiru or quiet area

When Should Training be Conducted?

:Rust be eouiplteil he(.rre assignment tip duty or other training

Points To 8 s Covered instructional Aids and
Notes to Instructor

A. "Typ,. of oLIII ;weep( able as .11ri.:11 delivery. Ch,xtea of Mail
tilni-4 rt p

B. I )elivery of accountable mail tilne4 rip

t'. Special ..ervires
Special delivery
Iteciigliif IOU

Fee..

I). Itegi,teret I Niterial delivery
( }flirt. t rea t men t
St Feet t reatment
I h.li very t rea t !Item

E. Inurea special delivery
N111,11)44141 and unnumbered
1 hli very f41141.1111M,

F.- ( .01641 on I lel i very ...peela I del i % ery
( )(fill. I rea t meld
I h'I it ell' treatment

G. (*Hi died .1 leeia I deli% Pry
( Mire t real Molt
Deli% 1'r% treatment

If. Sanctity of mail,
l'rotect ifql of wad on route

speenit .leilt ery forenum or sperial delivery OJT instritetnr

35-nun. filmstrip projector: 331/3
rpm recori I player

('luxes of Mail filmstrip

J/direry if . 1 reotintqble Mail
filmstrip and record

-A
Ney 1144

163

41,4-2, 7-1-40



Craft Orientation and Skill Training: Spacial Delivery Messenger 341 (p. 3)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Wen. No.

430

For (Position) Special Delivery
Messengers appointed prior
to installation of Craft Skill
Training System

Skill or Topic

Safety Training

Basic Time

11/2 hours

Instructor to be (Position)

Special Delivery Foreman

Type of Appointment

Regular (Annual Rate)
Career Substitute

Doti& and Act. Code

14-0
44-0

Where Should Training be Cond.:tied?

Classroom or quiet area

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Safety slide kit for special delivery messengers
(Under development. Will be available in FY 1971)

B. Seat belt film, Make It Your Habit

C. 16mm film, You Can't Bite Back

D, Safety slide kit for driver orientation

Special delivery messenger
safety slide kitscript and
slides

16mm film, Make It Your Habit
16mm projector, screen

16mm film, You Can't Bite
Back

Driver orientation slides and
script

May 1914

TL-s, II-13-70
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Craft Skill Training Requirements: Special Delivery Messenger---
342 SPECIAL DELIVERY MESSENGER SKILLS TRAINING REQUIREMENTS

342 (p. 1)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
loon. No

342 1

For (Position)

Special Delivery Messenger

Skill or Topic

Office Work Before Leaving

Basic Tkno

3 hours
Instructor to be (Position)

i I

Type of Appointment

Regular
Career Substitute

Deals. and Act. Cods

14-0
44-0What* Should Training be Conducted?

Work station

When Should Training be Conducted?

Must be completeil before assignment to duty or other training

flank Te Se Covered InstructionalAids and
Notes to Instructor

.1.: 'Finn recording prooeihires

13. ( )1ita mini, ma il and arron keys
Special delivery
Special del 11 ery lio,tage dile
Sperial delivery regktered
Si rerial delivery ( 1 )I ). insured and
Cert i tied

C. Itereipting for acconntal,le mail

I ), Preparing forms fin- accountable mail

E. -.trramu mail for ,efpienre of delivery
rse of street guide

F. !Ai:tiling satchel

G, ()lit:titling veliirle

II.: Loading pzirrel. in reliirle
I . r-,e a trip card

Special deli% ery foreman or sperm! delivery I ),IT instructor.

f o6 brew 2S4a4
Art ma
8-2. 7-1-49

170



342 (p. 2) Craft Skill Training Requirements: Special Delivery Messenger

POST OFFICE CEPAIMIEW
CRAFT SKILL TRAINING REQUIREMENTS

Training
Wen. No.

342 3

For (Position)

Special I elivery Messenger

Ski II or Topic

Street Duties

Basic nom

8 hours

Instructor to be (Position)
I')

Type of Appointment

Regular
Career Substitute

Cosi& and Act. Cods

14-0
44-0Whore Should Training be Conducted?

Sid route

When Should Training be Conducted?

Must be completed before assignment to duty or other training

Points To Be Covered Instructional Aids and
Notes to Instructor

,.k. Delivery methods and p-oredures
Import a nee of pers4ma 1 delivery
Prucet lure when adilressee is not home
Whet t to leave special delivery art irle
When to ret urn article to office
1-se of Form 3955
Art irks entlorsetl lleNtrieted Pelirery

B. I )el ivery to ow of Boom/ boxes

t . I /ell very of areonntable and signature mail
Protection of acnnintable mail l.fore Ileli very

I ). I h.11 very to Inisillev; addre,...-.es
%it ',tory building: hotels: holiday service: retail stores

F.... I )el i very to refit lent ;al :14 Idresses
I Iigh-rise apartment building: garden-type apartments;
silPrie Mlit:+: rooming Inne,e,

F. Handling. parking, and locking % ehirle while making deliv-
eric,

Special delivery foreman ,1" quitlitied mpeeini sinlivery OJT instructor,

My I94111

171

Tt-2, 7-1-45



Craft Skill Training Requirements: Special Delivery Messenger 342 (p. 3)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Men. No.

:112 5

For (Position)

Special Delivery Messenger

Skill or Topic

()Rive WorkAfter Return

Basic Time

2 hours

Instructor to be (Position)
1.*/

Type of Appointment

Regular
l'areer Substitute

Basle. and Act. Cods

14-0
44-0

Where Should Training be Conducted/
Work station

When Should Training be Conducted/

Must be isimiili led before assignment to duty or other training

Points To Be Covered Instructional Aids and
Notes to Instructor

A.. Use of trill ears and t ruck card

B. I ti.plpsit ion of undeliverable items

('.: ( )1)f:tilting* elt`a ranee for accountable, signature mail, and keys

1).. Servieing of vehicle

E. Cheek-in of t eltide

F. (questions and :111h%%er.,--- immediate supervisor

1:.. Summary of era ft orientat ion and job skills
speeia 1 delivery foreman or inialitied vertu t delivery OJT fast rtetor.

PO
May 1964

Tt-2, 7-1-69 172



342 (p. 4) Craft Skill Training Requirements: Special Delivery Messenger

POST OFFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Iden. No

430

For (Position)

Special Delivery Messenger

Skill or Topic

Driver Orientation

Basic Time

2 hours

Instructor to he (Position)
Designated Driver Instructor

Type of Appointment

Regular (Annual Rate)
Career Substitute

Desist. and Act. Code

14-0
44-0

Where Should Training he Conducted?
Classroom or quiet area

When Should Training he Conducted?

Before a..ignincrit to driving (little,- Items A, B and C, to be given before initial driver trainirg on vehicle-1 hour:
items D-K. to be ;then after trainee completes training to. vehicles -1 hour.

Points To Be Covered Instructional Aids and
Notts to Instructor

. \., I )cien,Re (hiving
Prole,-.ionaI rs. ainateur drivers
Proper attitudes
Explanation of stopping distances ( reaction time plus

braking time)
Sa fety ;I ide kit for driver orientation

R. Vehicle preprvat Ion
Role (if driver in preserving vehicle

'. Local traffie la w; and ordinances
Prohibition against speeding.

.-

Rule, on parking and double parking

I . Vehicle ma intenance
I ...t. of repair tag

K. l'i-eiliii-c in case of an arenlent

F. Disrn,Nion of rontent:, in accident report kit

1, koh of accident re% ii.%% boai:
I'l.% oltabh. cv. nonpre%entalde accidents
:tea ft. 411'.1 ing a N arils

II; V.,. of IA will 1570, Truck Card

I.. I )1% cr ctit1111.1' 11.1:lt ions

.f., Iflinot film -The Smith Nystf ill of S prIre Clish;(1,1 Pri ring

Ii',: :-.1,:it belt tiliii .11(iLe ;1 1 mi r 11,11,;1

Safety slide kit, slide projector,
screen

Form 4565, Repair Tag

Accident Report Kit

P01) Publication
For Experts Only

Form -1.'",70

16 -mm filmThe ,Smith System
of spope Cushion /lei ',iv

16-mm projector, screen
16-mm filmMake It Your Habit
16-mm projector, screen

POO Perm 2542-11
Noy 1W

173 21,2, 7-1.49



Craft Skill Training Requirements: Special Delivery Messenger 342 (p. 5)

POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS

Training
iden. No.

For (Position)

Special Delivery Messenger

Skill or Topic

Vehicle Familiarization (Right-hand drive,
Jeep Dispatcher 100)

Instructor to be (Position)
Designated Driver Instructor

Where Should Training be Conducted?
Classroom or quiet area and garage
or driving range

Type of Appointment

Regular (Annual Rate)
Career Substitute

Basic Time

1 hour

Deal. and Act. Code

14-0
44-0

When Should Training be Conducted?

Within 3 months after receipt of these instructions for messengers already assigned to drive this vehicle, if they have not
re( etved ante or equivalent training Immediately prior to a-ignment to drive this vehiclefor other messengers.

Points To Be Covered Instructional Aids and
Notes to Instructor

Introdire and show slide-sound presentation, "From Foot-
power to I torsepou er ,

B. Discuss, pertinent points of presentation.

1 Demonstrate and discuss following operations or parts of
vehicle and relate to slide-sound presentation :

a.. Mirrors ( rearview, pot lid h.
and side) i.

b. Windshield wipers
Tire pressure

d. Gas and oil
e. Doors, latches and locks
f. Gas tank location and clear- m.

ance
g. Loading and rear loading

clearance

k.

Seat adjustment
Safety belt
Controls and switches
Instruments and indicator

lights
Steering capability
Acceleration and braking

characteristics

D. Provide each trainee with Notice 76, Expanded Vehicle
Safety Check. Review and discuss in relation to vehicle.,

P.00 Form
May 2542.8

TL-7,, 9-2441

Slide projector, cassette tape
player, screen, slides and cas-
sette

Ratio of instructors to trainees not
to exceed 1 to 5

Notice 76

111



342 (p. 6) Craft Skill Training Requirements: Special Delivery Messenger

POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS

Training For (Position) I

Iden No
i

432 i Special Delivery Messenger

Skill or Topic

Vehicle Familiarization (Conventional truck)

Basic Time

20 ran.

Instructor to be (Position)

Designated Driver Instructor

Type of Appointment

Regular (Annual Rate)
Career Substitute

Des*. and Act. Code

14-0
44-0Where Should Training be Conducted?

Classroom or quiet area and garage
or driving range

When Should Training be Conducted?

Before assignment to driving duty. Time is based on prior training on right-hand drive truck or three-wheel vehicle.
If trainee has not received prior training, provide 1 hour for this phase

Points To Be Covered Instructional Aids and
Notes to instructor

Explain and demonstrate the following parts and operations of
a conventional vehicle :,

a. Gear shift
b. Ignition
c. Accelerator and brake pedals
d. Parking brakes and adjustments
e. Windshield wipers
f. Light switches (headlights, parking, flashing, and direc-

tional)
g. Gasoline and oil gauges
h. Tire pressure
i. Loading vehicle
j. Mirrors (rearview, side, and pot lid)

Safety Check
Notice 76 to each trainee for safety check

Ratio of instructors to trainees
not to exceed 1 to 5

Notice 76

ay
906r 8m

2542.8
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Craft Skill Training Requirements: Special Delivery Messenger 342 (p. 7)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
!den No.

For (Position)

Sptivin I Delivery Nlessengei

Skill or Topic

Controlled Drhing Instruction and Evaluation

Basic Time

11

Instructor to be (Position)
Designated Driver Instracior

Type of Appointment

Regular ( Annual Rate)
Career Substitute

(Wig. and Act. Code

14-0
44-0

Where Should Training be Conducted?
Driving range

When Should Training be Conducted?

Before assignment to drive that particalar vehicle

Points Co B. Covered
Instructional Aids and

Notes to Instructor

Allot, each t ramee to priet ire Brit ing for proficiency in :

a. Smooth stopping and ktim% ledge of braking distance re-
quied for varying speeds

It Lth.ating front and rear bumpers

t.. Nlanettering of %eliirle for elearancr on right and left
,ides

d. Parking of tilts k- hacking and perpendicular

p. Fite -wile road te,t for e% :dilation of driver trainee

Provole 2 Mows instruction and practice for right-hand drive or three-
it heel %chicle.; .tibia 10 minutes practice for left-hand drite 1 elitele when
trainee has revel% ell prow training on right-hand drive I kr iiirtie-%% hipl
%elude If left-hand drive truck is initial assignment. provide 2 hours prac-
tie for that t ehiele

"For I 11111.11t II In al trucks, use 112 For right-hand drive. use 414

One %ducke for two trainees (the
type triode employees will be
assigned to drive)

Ten to 15 traflie eones or pylons as
required by course layout

Chalk for marking off stop lines
and course problems

Schematic of practice course

Form 15.13

0 Form 25424
May 1964

TL-2, 7-1-69
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Craft Orientation and Skill Training: Motor Vehicle 351 (p. 1)

411, 350 MOTOR VEHICLE CRAFT

351 Motor Vehicle Craft Orientation Requirements

POST MICE OCPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Idea. No.

450

For (Position)

Vehicle Ciperar.ir

Skill or Topic

!Mlles and Responsibilities

Illasic Tinto

Approx.
IS minutes

Instructor to be (Position)

Supt, r 0 , or I ienignee

Typo of Appointment

Regular
career Substitute
Temiwora -' Substitute IND
, l'wnimirary Substitute N'isl.: I must be over 30 days)

Des. and Act. Cede

13-5
43-5
53 5
03-5

Where Should Training be Conducted?
. .Quiet. re-drilled area near the %einem

operati insi Olive

When Should Training Do Conducted?

Before assignment

Points To Be Covered Instructional Aids and
Notes to Instruct*:

A. Iniport,uu of on-t line operation a, it relates to other Post
office function.: Ili...patch 1 inie,---carrier 1011% ing times--
rail ,climlnle...- -route, of tra% el, etc.

It. Cla,,e, of mail : "Isype, earned

C. Care and appearance of eqiiiidnellt- resiallisildlit )While in
ilri%er's custody

1). 1 -Iia 1 it inn' I zed riders, stops. or Improper tte of vehicle

I'M) T'ithl kat ion in

Part li',1. Postal Manual

POD Fere
Miry 1%11

TL-2, 7-1-69

177



351 (p. 2) Craft Skill Twining Requirements: Motor Vehicle

Training I For (Position)
Iden No

454) 'ellielp 'operator

Instructor to be (Posibon)

Suitt , I , or Designee

POST NNW DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Skill or Topic

Reporting. records. and schedule*

Basic Time

Approx.
45 minutes

When Should Training he Conducted?
Quiet. re4triled area ,14mir the rhile
41.1nit11114 1ttliet.

When Should Training be Conducted?

Ilefore nesigtonent

Type of Alifilikdritont

Regular
4 .41r44.4' SlIbfet itnte
Temporary Substitute IND
euiporar Sit III4` NTE taileit be over 30 days)

Deeig. and Act. Cade

13-5
43-5
53-5
63-5

Ponta To Be Covered Instructional Aide and
Metes to Instructor

.1. Report nl for ditty :
1, In proper uniform
:. On time
3. Employees' ent raneeq and exists
4. III)» to ascertain reporting t imemake assignment for

subsequent day.. I% ho makes assignmenthow it is
determined

S. rAal requirements u lien unable to report for duty
l's and locat ion of t imeeloks

7. Locat loll of sit tug rooms--available facilities, etc,

B. Sehedu les :, I Explain ill detail )

C. Record.;
Explain using illmd rat ions of various forms employees

11,4` daily and frequently. Include proper pnwetture for
t iniecards, accident reporting, Forms 4570, 45'75, 4598,
etc.

POO Fe a me 2.443-A
may 11414

NM) Publication 70

Fort,' 4533

Vu-Graph No. I

Vu-Grphs Nos. 2-7

178 11-2. 7-1-44



Craft Orientation and Skill Training: Motor Vehicle 351 (p. 3)- -

Training
Wen. No

950

POST OFFICE WARMEST
CRAFT ORIENTATION REQUIREMENTS

For (Position)

Vehicle Operator

Skill or Topic

Safety In Vehicle Operations

Basic Time

Approx.
2 hours

Instructor to be (Position)

Vehicle Operator Analyst with Tech-
nical Asal.tan, 0 of safety Unit
Where Should Training be Conducted?
Quiet. restricted area near the vehicle
operation. Aim

Type of Appointment

Regular
( 'a reer Substitute
Temporary Sub -Amite 1N1)
Temp, wair3 Subs:tante N'fE i must be over 30 days)

Desig. end Act. Code

13-5
43-5
53-5
a3 -5

When Should Training be Conducted?

Before imsignmeut

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Local and Nate la %%-, a, applicable to Government vehicles or
peculiar oniy to I Briefly review local and State laws
at t i 11,k operat ion in general

B. '11. pe, o .o procedure for reportingforms
to be cot lip] et edex pla in contents of the accident report kit

of tt belts hint .1f,cke It lour Habit

I). 1.0.1,11,_. t ehicles

14'1; , .,ration
filmSpare Cashion Daring

Safety slide kit for vehicle operator

P01) Publication TO

Vu-Graphs Nos. )O--`).2.

16-mm film Make It Your Habit

16-min film Spare Cris
lug: Projector and screen

Slide kit, 35-mm slide-projector
and screen

POD Form 2542-A
May 194$

Tt-2, 7-1-49
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351 (p. 4) Craft Skill Training Requirements: Motor Vehicle

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training For (Position)
16en No.

450 Vehicle I iperater

Instructor to be (Position)

Skill or Topic

Vela. le Maintenance

Superintendent., Vehicle Maintenance

Where Should Training be Conducted?
tjtuct. re-aricteil area near the %Audi.
"per:ideal. ice

Type of Appointment

Regular
a reer Substitute

Tem) Suleditine IND
1etnl ent t hided it ate bees r::uda }rt

Basic Time

I Bear, 1 30 min
Om*. and Act. Code

When Should Training be Conducted?

Itefre a,suaiment

Points To Be Covered Instructional Aids end
Notes to Instructor

Int rutlip ion of ,iiperintenilent of maintenance: Briefly ex--
I lie etfeo, of had rlrii iuir habit:, on vehicles.

11., en11111)ee ontlnm, the ii,e of Form 4:1115how it
) iwee,,ary repair,. Importance of retaining

operattie, 1.0p0. .

)I) 7()

12:1111:wed buts display

VII-Grapil No. 19

N-2, 7-1-69
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Craft Skill Training Requirements: Motor Vehicle 351 (p. 5)

POST OFFICE CEPARTWIENT

CRAFT ORIENTATION REQUIREMENTS

Traoung For (Amboy') ! Slu 11 or Topic
'don No.

Kilt I Vhid I )peratur Nlettbuls and Priteelures
1

Basic Tinto

Appintx. 2
hours 30 minutes

Instructor to be (Position)
silo V I ,..r I lestunev

I Type of Appointment

it..tutlat r
1 e.treer St:leonine
i 1* 11111,...rar% Slibt-i woe IND
1

i ref:1(.111;N stilled It me vrt: I nttett lie over 3111 days)

Dose. and AM. Cods

13- 5
43-5
53 5
t.'3 ::

Where ShOuld Teaming he Conducted?
4.2111.4 reNtrtere.1 area near the %oh', le
o pe ration. otti.e.

When Should Treuutts be Conducted?

Itefor iti.lu tit

Points To he Cowered lostructionol Aids and
Notes M Inetructer

A, II:11141111w; pollelles

It., 11i.ri-tn.1 mail

( "., ( 'I PI leer -WU, :Hill MI ayS

I ). 111114"g it In of I %ellicle Iefore li.:1%-inr.raragr,

E.. Iletliffil of lie d loading- I Alaximmil rube utilization. Order of
ih

F. t'ontainers---lontling aml control
I 1 1 !knitters
(-2) Plat fortii truk.:
i30 l'allet:.
141 Tray cart-,
(:.) l'arceliwr-t vont:liner

P01) Publication 70

Secs. 440, 2:0). 261). and Part 5.
Nfethods I lantlimmk M-41

14)1) SiAie 76

Vu-Graph Slides Nett. S through
1s

Nlethods Ilandbook 111-52

POD Penn 2342-A
May 1941

TL -2, 7-1-49
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351 (p. 6) Craft Orientation and Skill Training: Motor Vehicle

Training
tdri No

For (Position)

4.10 I Vehicle a orst"r

POST OFFICE OEPAIIIIIENT
CRAFT ORIENTATION REQUIREMENTS

WWI or Topic

Relationship of Vehiele Serriee to Postal Opera-
ii..us

Basic Time

Approx.
30 minutes

Instructor to be (Pose100)

Snot.. V 11.. a.r DeSi *We

Where Should Training be Conducted:
Quiet. rrdrietell snit near the %Allele
operst1.414 .*Inve

Whin Should Tomas* be Conducted?

Net re angina:4.ot

Type of Appointment

Itratar
t rimer Stitect it ute
Temporary Sittb.oit INI
Tenti.rary suie4 ante NTE i toted he over 30 flays I

Dens and Act Code

13-5
43-5
53-5
63-5

Points To be Covered Inetructionsi Alm and
Notes to Insbucter

A.. The :1( VI ) t, att ittte,rtl and vital part or the OK( ()lie
111. Vehirle anal their line of authority

. Super% 'slim en route- .1,ath.rity of mail operations Super-
vi-inr-;

(), Area yen ',Tr.'. Key :nail points

Lowal rule, and ntstlat

Italr =1"sr-A
May INS

POI) Plthlicat ion TO

.1rea maps
Phi at et. of major flocks
I lati(hrtit

18Z
7.4.4



Croft Orientation and Skill Training: Motor Vehicle 351 (p. 7)

MST OFFICE VIEPARTIMENT

CRAFT ORIENTATION REQUIREMENTS

Training
idol No-
450

For (Position)
Vehicle Operators appointed
prior to installation of Craft
Skill Training System

Skill or Topic

Safety

Basic Time

1% hours

Instructor to be (Position) Type of App.:Mayor Desig and Act. Code

Vehicle Operation Analyst Regular 13-5
Career Substitute 43-5

Va stiratgielinfria cillgurctrAide
Temporary Substitute IND 53-5

operations office

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Instructional Aids and
Points To Be Covered Notes to Instructor

A. Local and State laws as applicable to Government ve- POD Publication 70
hicks or peculiar only to G.V.S. Briefly review local
and State laws on truck operation in general

B. Use of seat belt film, Make It Your Habit 16mm film, Make It Your Habit

C. Fire prevention

D. Safety slide kit for driver orientation Slide kit, 35mm slide projector
and screen

WM 2-A
May INS

TL-5, 5-15-70 183



Craft Orientation and Skill Training: Motor Vehicle 352 (p. 1)

352 Motor Vehicle Craft Skill Training Requirements

Training ; For (Position)
keen. Ito

452 I Vetitle a iperatiir

POST OFFICE IMPARINENT
CRAFT SKILL TRAINING REQUIREMENTS

Sall: or Topic

Controlled I)riting Instruction and Evaluation

Basic Tim*

Approx.
I !lours

Instructor to In (Position) i Typo of Appointment

Ilrier Instructor nod t:saminer I Itecillnr
I *ii reer S *dist it ute

Whom Should Training be Conducted? Temporary SuliNtitute
Temporary sotwtitute vrt-: filmic be over 30 days oliming range and on route

When Should Training be Conducted?

!'nor to below aNsieneot to a run

Omit and Act Cods

13-5
43-5
53-5
on 5

Points To IN Cooped Instructional Aids and
Notes to Instructor

A. Familiarize employee, unto %rindr types involveti

lt. I tr(t lug on ranee

I )rn ono' in !rattl entinte

VP-it to terminal area- anti Ilia in plat form

K. E v.111:1! I !writ irtnaltre

/be Wens 23424
May IWO

14 /I) Potiliieat ion 71)

fuitroll,1 driving range
Planned route of travel through

traffic

Form I:43

184



352 (p. 2) Craft Orientation and Skill Training: Motor Vehicle

Teuung
i don. No.

I.1-1

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
For (Position) Skill or Topic

1 ellt1-11. 1 itiratr .1.Avoniment to Work Situation--rertitleatilm

Basic Time

Approx.
lit hours

Instructor to be (Position) Type of Appointment
I iri ver-Tra liter 12l:id:lc

t-arrer soon: tine
Sub...finite INDWhere Should Training be Conducted? 1 emporury

Tiqu(vira 0 Suleit auto NTI.: i MO-rt. be over 31) IlaYS Ii.,llat. of itri% er-t rattier

When Should Training be Conducted?

l'rior to twine. :testi:mil to regular dune.:

Desig. and Act Code
13-5
-13-1
53-5
1l3 -5

Points To Be Covered Instructional Aids and
Notes to Instructor

.%. A....lain:win to run %% nit final itied ilru er-trainer

14. (16.errat nix of Milne

( '''. Operat ion of route by t Tomei.

1 1. 1: aluat ion of ilrker-t rawer

F., Cert ificat Ion for duty

Form 1543

POD nn 2
Mel 1,44

185 TI.-2, 7-1-69



Craft Orientation and Skill Training: Motor Vehicle

353 Tractor-Trailer Operator Training Requirements

353 (p. 1)

POST OFFICE 010411inaPPT
CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position) Skill or Tope Basic Time
Ides No.

4tt Traitor-Trailer iperatiir Ili uooue Iudoetriuntiou 2 hours

Instructor to be (Posittori) Type of Appointment

Intier In-art:y(41r anal Examiner .I OM I NEES 11 Tit Aril tit-TRAILER VACANCIES

Where Should Training be Conducted?

When Should Training be Conducted?

Before assignment

veinie operator-. desiring tractor-trailer imsign-
meta* Neu employees ha. lug had triletor-trailer ex-
perieneeJimior mechanics being promoted to MVO
where sAntl part-time T- olieratum may be required

Doing. and Act. Coda

Points To ea Covered

( ;owl al oierat Ioti

I. Eug-i net,
1. I ;a:..ohne

D. Trailer loading and hitching
1. Fifth wheel.

I.:lulling gear
Cargo cunt 11)1

Instructional Aids and
Notes to Instructor

POI) Publication 70, Phase II

('linuninS Engine Op-
eration

POI) Publication 70, pp. 27-30

POD IFna 21424
Map INN

2t-2, 7-4-49
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Craft Orientation and Skill Training: Motor Vehicle 353 (p. 2)

1

Training
Iden No

For (Position)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

464.1 Tractor-Trailer (liberator Tractor Familiarization

Instructor to be (Position)

I lrker Instructor and Examiner

Where Should Training be Conducted?
In facility and on controlled drib lug
range

When Should Training be Conducted?

Before assignment

Basic Time

I 2 hours

Type of Appointment
NI iNI I NEES Full TIt.t(111-TRAILER VA.r.tSCIES
Nlolor b elude operator.. debaring tractor-trailer itign
iput. Neu empluye ha% ing had tratotrailer ex
pet temp- -Junior mechanic. being Promoted to MV(J
wher "4,111t part-tune T-T llieration way he required

Dui& and Act. Code

Pooh' To Be Covered Instructional Aids and
Notes to Instructor

A. Cont nok Fnnet ions
1. Air pressure
2. Tachometer
3. ()II gauge

B. Gears

C., ()riving praet ice in o.ont rollts I area

Poo Fenn 2342-5
/Any Ma

TI,-2. 7-141

1S7



Craft Orientation and Skill Training: Motor Vehicle 353 (p. 3)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Wen. No.

464.2

For (Position)

'Praetor- Trailer iiperator

Skill or Topic

Trailer Familiarization

Basic Time

2 hours

Instructor to be (Position)

Dm er Instruet.or and Examiner
Type of Appointment
NOMISEES FOR TRACTOR-TRAILER VACANCIES
Motor ieluele opera i I r", desiring tractor-trailer aNNign-
nielit,New employee.; having had tractor- trailer ex-
penence- -Junior nieehanw.: being promoted to MVO
a here ',011ie part-time T-T operation may be required

Oasis and Act. Code

Whom Should Training be Conducted?

4 in street

When Should Training be Conducted?

Before assignment

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. "Praetor-Trader Mating
1. Fifth wheels
:?. Kingpins

B. Air lIoseN and Light Connections
1, hookup
:L Trailer lights and brakes

C. Landing Gear
1.. Lowering
2. Damage points
3, Sperin I !zed eiplipment

( 1) Flexivans
(2) Piggyback equipment

I). Trailer Loading

2., Containers
:I, Cara.° control

Chapter VIIMethods Handbook

Vii-Graph Slides--Loading Dia-
grains,

POD Fenn 2542-111
May 1561

TL-2, 7-141
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354 (p. 1) Craft Orientation and Skill Training: Motor Vehicle

354 Tractor-Trailer Operator Skill Training Requirements

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
'den No

460

Instructor to
Driser Instructor

For (Position)

Tractor-Trailer I iperatur

be (Position)
anti Earniner

Skill or Topic

I urn inig Practice

Basic Time

2-10 hours

Type of Appointment
NO NIINEES Fl )1{ TII.WTOR-TRA !LER VACANCIES:
Almon- 1(4114 IP upt.IIIIIPI. (1,-Iring tractor-trailer asign-
ment.- -Nell einpleees hal slug hail trowto,r-t railer ex-
pet-ile,- .lilloiir iiiiiallii, being protruded to \I \'O
II here ...rim. Ira -1411114. l''r operation ma} he required

°nig. and Act. Code

TrainingWhere Should Trag be Conducted?

Pritetir area

When Should

Before assignment

Training be Conducted?

Points To Be Covered Instructional Aids and
Notes to Instructor

-Act mil aim patent of a t I.:trim-A railer votabiliat am in and around
a ..et praet lee area

POD form 25424
May 19611

TL-2, 7-1-69
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Craft Orientation and Skill Training: Motor Vehicle

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

354 (p. 2)

Training
!den. No.

468

For (Position)

Tractor-Trailer I tperator

Skill or Topic

Work Assignments

Basic Time

24 bourn

Instructor to be (Position) Type of Appointment I Oeidg. and Act. Code

rieleeteil I Omer ObserVer

Where Should Training be Conducted?

AssiAmed rate

When Should Training be Conducted?

Upon toNignment to a work srhedule

NOM I N I.' 1::: 'Mit TItArTtlit-TIt.1111.Elt V.1C.1 NC I ES .
NItitor velitle operatorn destring tractor-trader it,,stp,11-
mews Nev, ettitoo3 01, hill mg had tractor-trailer ex-
pel-tenet Junior IlleelliIIIIIN lading promoted to NIVO
where matte [mill-filme l'-'1. operation may he required

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Evaluat ion of performative

B. Ceti dicat1011 for tract -t railer operat ion

PO F114111 1.142-1
May 111141

1.90 TL -2. 7-1-69



Craft Orientation and Skill Training: Rural Carrier Craft 361 (p. 1)

360 RURAL CARRIER CRAFT

361 Aural Corner Croft Orientation Requirements

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
!den. No.

For (Position)

Rural Carrier

Instructor to be (Position)

Driver Instructor or Supervisor

Where Should Training be Conducted?

Classroom or quiet area
When Should Training be Conducted?

Before as,ignment to driving duties.

Skill or Topic

Safety and Driver Orientation

Type of Appointment

Regular
Substitute of Record

Points To Be Covered

Basic Time

2:00

Dee*. and Act. Coda

71-0
73-0

A Rural carrier's responsibility for providing and maintaining
vehicle in good operating condition

B. Defensive driving.
Professional vs. amateur drivers
Proper attitudes
Explanation of stopping distances Ireuctioll time plus

braking time)
The :Ninth system of space cushion drip iii

(' Local traffic Ia s unit ordinances:
Prohibition against speeding
Rules on parking and double parking

D. Procedures to folhm in case of an accident

E Dkru,sion of accident report kit

F. Role of Accident Review Board:
Preventable vs. minpreventable accidents
Safe driving awards

G. Drn er customer relations

1 I . Safety ...Ink kit for rural earner,

I. Seat belt film Mak, It Your II 5;t

.1. Five -nude road test

Instructional Aids and
Notes to Instructor

Handbook NI--37, section 131,
nod P01) v-tice 71;

no Smyth Syston
of Space Cushion Driring
16unn-projector and screen

Accident report kit

Publication For I,,rprrts Only

elide projector
Rural carrier safety slides and

script

?Guinn -film Mob It Your Habit

Form 1543

POP Faun 2542-A
Stay 11t4ft

TL-4, 10-10-69
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361 (p. 21 Craft Orientation and Skill Training: Rural Carrier Craft

POST one= DONMIENT
CRAFT ORIENTATION REQUIREMENTS

Trataimg For (Position)
Men. Ne.

Rural Carrier

$5111 or Tome

Responsibility and Duties

Mask Tinto

2 hours

Instructor to be (Position) Type of Appointment
Postmaster andior Supervisor Regular

Whom Should Training be Conducte0

Whip Should Trainasti be Conductod/

Prior to assignment zo street dunes

Substitute of Record

!NM,. and Act. Cede
71-0

73-0

Points To Se Covered Instructional Aids and
Notes to Instructor

A. Use of Form 4240

B. Relationship to postmaster

C. Sanctity of mails

U Knowledge of route and patron

E. Protection of postal funds (fixed credit),

F. Accept, collect and deliver on route all classes and types of
mail

G. Prohibition against curtailing mail ithoot authorization

If Identifying classes of mail determining postage rates for
each

I Identifying special services Delivery of accountable mail--
Determining fees for each

.1 Maintenance of roster book

K. Treatment of undeliverable mail

I. Supplies amid forms furnished by Department

Form 4240

Orientation Handbook,
part 220, P-23

M-37 Handbook

How to Wirer Accountable Mail.;
slide-sound presentation

Roster book

POD feern 2342A
Meg 191111

1.92

TL-4, 10-10-611



Craft Orientation and Skill Training: Rural Carrier Croft 362 (p. 11

361 Rural Card*, Skill Training Requirements

PM OFFICE IMPORIVOM
CRAFT MULL TRAINING REQUIREMENTS

Training i, For (Position)
Nom. MR

Rural Carrier
I

Skin or Tow

Office WorkBefore Leaving

Basic Time

I day

Inetrucbb to be (Position) Type
Postmaster, Supervisor Rural
and/or Rural Carrier Substitute

of Apeobstment
Carrier

of Record

asst. and Act. Code
71-0
73-0

Vlbers Staub Training be Conducted?

Local post office

wow gleadd Training be Conducted?

Before independent assignment.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Obtaining and preparing for casing

B. Use of carrier case

C. Learning locations of separations on case

D., How to case mail (all classes):
I.- Casing of letter-size mail
2, Casing magazines, papers, flats, etc.

E. Purpose and use of carrier route book

F. Treatment of undeliverable mail:
I, Forwarding
2. Return
3. Disposition

(L, Obtaining and receipting for accountable and postage due
items

H. Strapping mail

I. Loading vehicle

Rural Carrier's Instruction
Handbook, M-37

Carrier case

Handbook, M-37

Route book
Throwback ease
Applicable forms

Postal Manual, part 353

Applicable forms
Handbook, M-37

May Mee

Tt-4, 10-10-69
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362 1p. 21 Craft Orientation and Skill Training: Rural Cinder Craft

Training 1

Iden. No.

I

I

For (Position)

Rural Carrier

POST arm DIPARINDIT
CRAFT SKILL TRAINING REQUIREMENTS

Shill or Topic

On Route
Omsk Time

2 Trip,

Instructor lobs (Position) 1 Type of Appointment Difil. and Act Code
Postmaster, Supervisqr am. or Rural j Regular 71-0
Carrier ! substitute of Record 7:3-0

Whore Should Training be Conducive'
!

Local office !

wenn Should Trainee' be Conducted?

Prior to assignment to duty.

Points To eit Covered

A. Line of travel of route

Instructional Aids and
Notes to Instructor

B. Delivery of ordinary mail
1., Use of signal flag
2, Disposition of parcels too large to place in box
3. Use of Forms 3570 and 4020

C., Delivery of signature and accountable mail:
I. Obtaining receipts for accountable mail delivered

and disposition of undeliverable irticies.
2, Sale of stamps and money orders
:3. Mailbox irregularities
4. Collecting ordinary mail
5. Issuing receipts for articles collected
0 Special delivery (claiming fees)

M-37 Handbook. Form 4003,
route map

Applicable forms

Form :W54

Pb horn 23424
Noy VMS

194

TL-4, 10-10-69



Craft Orientation and Skill Training: Rural Carrier Craft 362 (p. 3)

Training For (Position)
won No.

itui..1 l :erriei

instructor to b. (Pasitkmi,

Postmaster, Sul ervisor
and or Rural C.trrier

Whore Should Training be Conducted?

Local office

Wien Should Training he Conducted?

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Office WorkReturn from Route

Type of Appoii*iwnt

Regular
Substitute of Record

Prior to tudevnident aSSIg011iClit to duty

Points To Se Covered

Pit Tense

1 Tour

Dem. and Act. Coo.

71-0
73-0

instructional Aids and
Notes to Instructor

C:Ne iii Firm 4240

B. Dispo -.Ilion id mail collected on route
1. 10.0i,tered. inured. certified and CM collected
2. NIine 'inter applications accepted

('' Clearance for we,.111,1,tble and signature mail
1.. Return of undeliverables
2. Procedures iif clearance
3. Forms :3849 and 3811

D. Answering official communication,

E. Ending tour Of duty

Form 4240

Forms 3849 and 37311

Form 4241)

410 POD Fenn 25424
May 1964

TL-4, 10 -10-69
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362 4) Craft Orientation and Skill Training: Rural Carrier Craft

-
Training
'den No.

, For (Position)

huts! Carrier

POW OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

1 chill or Topic

IPractice Castng

Basic Time

2*, 4 or 6 hours

Instructor to be (Position) Type of Appointment Dews. and Act. Code

POStittaster arid:or Simervisoi Regular i 71 -U

Where Should Training be Conducted'

Local post office Substitute of Record I 73-0

When Should Training be Conducted?

After trainee nas received othee cork and street duties training.

Points To Be Covered

Alton trainee to practice di-461300ot; ar.Is ilito rase to %%Inch
he Mill he a.ssi.nea, Canis be coded on back to holieqte
row number a011 appnocianate position u11 case of separation.

Provide 2 hours of string practice for route q evaluated less than 30
hours overly. 4 hours for routes eatuated from 30 to 40 hours; and 6
hours of practice for routes evaluated over 40 hours.

Instructional Aids and
Notes to Instructor

praelice yank made al) of
at least 50' Gof names. ill it I FeNSP-4

aril or box number: ou route,

POD form 2S42-5
May TL-4, 10-10-49

* GPO 1969 0 - 361-746



Craft Orientation and Skill Training: Maintenance 371.41

370 MAINTENANCE CRAFT

371 Supplemertal Instructions for Maintenance Orientation and Craft Skill Training

371.1 Introduction

.11 Chapter I provides general guidelines for installation, operation and management of the
Standardized Orientation and Craft Skill Training System. This section supplements
those guidelines and provides special instructions for situations unique to the Maintenance
Craft, Maintenance and other operating officials responsible for implementation of this
subchapter, must become familiar with Chapter 1 and these instructions.

.12 A chart (exhibit A), showing training requirements common to two or more craft posi-
tions, is provided to aid in scheduling: The problem of convening classes of only one
or two employees can be minimized by grouping positions as indicated.

..13 THE TRAINING PRESCRIBED IN THIS SUBCHAPTER IS DESIGNED TO MEET
THE REQUIREMENTS OF THE POSITIONS COVERED. IT IS NOT INTENDED
THAT EVERY EMPLOYEE RECEIVE TRAINING ON EVERY ITEM OF EQUIP-
MENT LISTED. LOCAL MANPOWER REQUIREMENTS, BASED ON EQUIPMENT
DEMANDS AND AVAILABLE SKILLS, SHALL BE THE DETERMINING FACTOR
IN SCHEDULING TRAINING.

.14 Maintenance officials must continue to plan and arrange for advanced training, manu-
facturer and contractor training, and special or modified equipment training not covered
in this handbook.

.15 The safety officer should advise and counsel the instructor to the extent necessary.,

.371.2 General Orientation
Most maintenance positions, except for custodial types, are normally filled by employees
already on postal roses. These employees should have previously received General Orien-
tation and their Individual Training Record, Form 2548, annotated accordingly. The
training section will schedule, along with other postal crafts, General Orientation for
maintenance employees new to the postal service.

371.3 Craft Orientation
.31 Maintenance craft orientation is designed to familiarize newly hired or newly assigned

maintenance employees with the organization and procedures characteristic of their area
of maintenance. Therefore, separate Craft Orieutation is required for the three major
maintenance areasbuilding services, equipment maintenance, and vehicle niaintenance.
Grouping employees having common orientation requirements within each area will make
it possible to establish orientation classes of an acceptable size.

.3t Where orientation is conducted at a central facility in multistation cities, conduct the fa-
cility familiarization tour and instrtntions on local fire and safety regulations at the
employee's assigned installation.

371.4 Craft Skill Training
.41 Each employee should receive the training he needs to perform his assigned duties under

normal supervision. Craft skill training is to be given only on those items of equipment or
jobs on which the employee will work within a short time after completion of training.
The need for skill training will be based on the judgment of the employee's supervisor,
who will consider the employee's background and skills as well as local equipment re-
qu i rements.

T1-11. 12-1-70 137



371.42 Craft Orientation and Skill Training: Maintenance

.42 Skill training will normally consist of both classroom and on-the-job training (OJT). Place
emphasis on OJT where possible and especially in cases where a small number of trainees
makes classroom instruction impractical, Supervised self-study is suggested as an alter-
native to classroom instruction for one or two students. In any event, local management
must be sure that requirements are met and that they are normally accomplished within
the time allocated.

.43 Deletion of skill topics, or items within skill topics, will have to be based on supervisory
and or instructor judgment of individual or group needs. For example, eight of the topics
shown on exhibit A are common to the positions of Mechanic Helper, General Mechanic,
and Maintenance Mechanic, MPE. Many employees, especially MPE mechanics, already
possess these basic skills. Some, however, may need training on only certain items within
a given skill topic. Only the required training should be given and adjustments in time
allocations should be made for the topics or items omitted.

.44 Utilization of Mechanic Helpers and General Mechanics differs from office to office, de-
pending on equipment requirements and local practice.. No attempt has been made to
change this. Where Familiarization and Preventive Maintenance topics on specific items
of equipment are inappropriate for these positions at certain offices, this training is not
required. Further, topics such as planning the job, or items within topics such as calculat-
ing Mc speed of gears and belts may be omitted when classes consist, for example, of

Mechanics Helpers only:
.45 This training program is flexible enough to allow for variances in local procedures, to

provide latitude for individual instructor capabilities and techniques, and to permit local
consideration of trainee background and abilities. By carefully considering and planning
for the many variables, valuable time can be saved without reducing the effectiveness of
the training program.

371.5 Employee Individual Training Record
.51 Prepare and maintain Individual Training Records, Form 2548, for positions specified

according to 115.2 and 139, chapter 1.
.59 When portions of a skill topic are omitted, make a notation on the Individual Training

Record under "Remarks" identifying the portions omitted.. Enter reasons for omitting
training on the reverse of the record.

.53 In order to provide management with a single source for a complete history of each
employee's training, also record all other training (whether local, regional, or national)
on the India idual Training Record. This will include advanced training, manufacturer
training., equipment modification training, etc.,

.54 Keep training records on file in a location accessible to maintenance supervisors and
job instructors.

198 TL-6, 12 -1 -70
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372.1 (p. 1 ) Craft Orientation and Skill Training: Maintenance
_ _

372 Laborer, Custodial; Custodian, and Cleaner
372.1 Maintenance Craft Orientation Requirements

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
!den. No.

For (Position)

Laborer, custodial; Custod-
iaw and Cleaner

Skill or Topic

Introduction to Maintenance Services

Basic Time

1 hour

Instructor to be (Position)

Supervisor
Type of Appointment

Regular i s.nnual Rate)
Regular (Hourly Rate)

Desig. and Act. Code
16-6
36-6

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

If practical, second day in duty status and before assignment to job.

Points To Be Covered Instructional Aids and
Notes to instructor

A. Introduction to maintenance

B. Maintenance organization

C. Employee; supervisor relationship

D. Relationship with other craft supervisors

E. Work area conduct and habits ; good housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness, and appearance ; relationship with other em-
ployees; horseplay; safety

F. Wearing of identification badges (in accordance with
local regulations)

16mm projector, screen and
film Mainstay of the Mail.
Introduce, show and discuss
film pointing out the fact
that most maintenance posi-
tions are depicted.

Maintenance organization table
(use transparency or en-
larged chart).

Demonstrate proper wearing.
Acquaint employees with
procedure to follow in case of
loss.

POO Form 2842-A
May 1965

II.0CI"O
11-6, 12-1.-70



Craft Orientation and Skill Training: Maintenance 372.1 (p. 2)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
iden. No.

For (Position)

Laborer, custodial; Custod-
ian; and Cleaner

Skill or Topic

Responsibilities and Duties of Position

Basic Time

1 hour

Instructor to be (FositIon)

Supervisor
Type of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)

Donis. and Act. Code

16.-6
36-6

Muir* Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

If practical, second day in duty status and before assignment to job.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Job description
1. Laborer, custodial
2. Custodian
3. Cleaner

B. Work schedules and production standards

C. Schedule assignment
1. Hours of duty
2. Days off

D. Procedures to follow when unable to report for duty
1. Telephone number (s) to call
2. When to call
3. Use of Form 3971

E. Time recording procedures (PSDS offices, or Non -PSDS
offices as appropriate).

F. Safeguarding building and contents

Job description (pass out cop.
ies, discuss similarities ant:
differences).

Facilities Handbook S-29 or
S-19. Form 4855.

Form 3971.

Review General Orientation
Requirement, 230 (p. 2).

Postal Service Manual.

Form 2542 A
May 10611

21,-6, 12-1-70
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372.1 Craft Orientation and Skill Training' Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTAT ON REQUIREMENTS

Tra ling For (Position)
(den. No.

Laborer, custodial; Custod-
ian; and Cleaner

Instructor to be (Position)

Supervisor or Job Instructor

Wham Should Training bi. Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Safety and Emergency Procedures

ype of Appointment

Regular (Annual Rate)
Regular (Hourly Rate)

11 practical, second day in duty status and before assignment to job.

Points To Be Covered

A. Preventing accidents

B. Proper lifting

Basic Time

45 minutes

DUI'. and Act. Code

16-6
36-6

Instructional Aids and
Notes to Instructor

C. Proper clothingno loose sleeves, ties or necklaces
around moving machinery

D. Female employees required to wear shoes with low heels
and also wear slacks when doing high cleaning

E. Workroom and work area conduct

F. Reporting injuries and illnesses

G. Reporting of hazardous conditions

H. Fire prevention, including location of firefighting equip-
ment

I. Fire and emergency procedures

'The safety officer should advise and counsel the instructor to the
extent necessary.

Supervisor's Safety Handbook,
P-13, Chapter VI

16mm projector, screen and
film How to Lift Safety (Re-
late to maintenance assign-
ments)

Relate to safety

Handbook P-13, Chapter 2, 6,
8. Form 1769, Accident Re-
port, Postal Service Manual
461.4. Form 3956, Authoriza-
tion for Medical Attention.
Postal Service Manual 436.1.

Form 1767, Report of Hazard,
Unsafe Condition or Prac-
tice

Relate to employee's assigned
installation

POO Farm 2542-A
May ICU

202 T1,-6, 1 2-1 -70



Craft Orientation and Skill Training: Maintenance 372.1 1p. 4)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
!den No.

Instructor to

For (Position)

Laborer, custodial; Custod-
Ian; and Cleaner

be (Position) Type

Skill or Topic

Tour of Assigned Installation

Basic Tim*

1 hour

of Appointment Desig. and Act. Cods

Supervisor Regular Annual Rate) 16-6
Regular illonrly Rate) 36-6

Where Should Training be Conducted?

Assigned installation`

When Should Training be Conducted?

11 practical, second da!, in duty status and before assignment to job.

Points To B. Covered

A. Discuss diagram of facility

B. Locations where work will be performed

(2.: Fire exits and firefighting equipment

D. Safety hazards

E. Swing, lunch and locker rooms, timecard racks and time
clocks.

F. Location of offices
1. Maintenance control center
2. Supply section and supply rooms
3. Ceneral foreman
4. Foreman of laborers and janitors
5. Superintendent of Building Services

G. First aid or medical unit

H. Trash disposal area

I. Lookout galleries

Whole orientation is conducted at a central facility in multistation
cities, this tour N ill be conducted b) a designated supervisor at em--
plo)ees assigned location.

Instructional Aids and
Notes to Instructor

Prepare simplified diagram of
facility.

. Handbook P-13, Chapters 2, 6,
8.

POD Porn 2542-A
May 106$

11.-6, 12-1-70 203



372.2 Craft Orientation and Skid Training: Maintenance

372.2 Maintenance Craft Skids Training Requirements

Training for (Position)
Won. No.

Laborer, custodial;
ian; and Cleaner

instructor to Os (Position)

Supervisor

POST CFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Custod-

Wise to Mould Training be Conducted?

Training Room and Work Area

When Should Training ba Conducting

Good Housekeeping Clinic

lassie Time

8 hours

Typo .1 Appointment Dais. and Act. Coda

Regular (Annual Rate)
Regular (Hourly Rate)

16-6
36-6

ing completion of Craft Orientation, but prior to assignment to job performance, %titre practical.

Points To as Covered

A. Cleaning routine

B. Exterior

C. Lobby

D. Workrooms

E. Swing and locker rooms

F. Toilet rooms

G. Corridors

H. Office space

I. Elevators

J. Floor care

K. Reporting damage

instructional Aids and
Notes to instructor

Good Housekeeping Clinic Nar-
rator's Copy, prepared by
Buildings Branch, Mainte-
nance Division, Bureau of
Operations, and the instruc-
tional aids listed in the "For-
ward" of that publication.

It is extremely important that
you follow the narration and
all demonstrations exactly as
written.

tuff itsa

204
TI-41, 13-1-70



Craft Orientation and Skill Training: Maintenance

372.3 Individual Training Record

372.3

U.S POSTAL SERVICE
DATE ENTERED ON DUTY NAME OF EMPLOYEE

INDIVIDUAL TRAINING RECORD
DESIGNATION & ACTIVITY CODE SOCIAL SECURITY NO I POSITION

Laborer, Comoro!, Custodiorx
Cleaner

SKILL OR TOPIC

L

CHECK
TNG.

REQUIRED
INSTRUCTION GIVEN'

ADDITIONAL
TRAINING PROVIDED

SUPERVISOR S
SIGNATURE AND

DATE
REMARKSNEEDS

(,. )

INS T RUC TOR'S
INITIALS AND

DATE

TNG
TIME
USED

INSTRUCTOR $
INITIALS AND

DATE

TNG
TIME
USED

A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN

El. CRAFT ORIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN

C. CRAFT SKILLS

I ...Oot..40l/St.,1 PI,.; CLINIC

14 hen opal,. en tqstrta for shall note tinder RFMARKS" that nddittonal training in thin 'kill., needed.

PS Pena 2548K
se). 1974

Ur.* 12 -1 -70 205



373.1 (p. Craft Orientation and Skill Training: Maintenance
373 Mechanic Helper
373.1 Maintenance Craft Orientation Requirements

Training
Wen. No.

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

For (Position) Skill or Topic

Mechanic Helper

Instructor to be (Position)

Supervisor or Similar Designee

Introduction to Maintenance Services

Where Should Training be Conducted?

Classroom and Work Areas

When Should Training be Conducted?

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Desig. and Act. Code

16-7

Before assignment to job performance,

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Purpose of maintenance services"To facilitate move-
ment of the mails."

B. Organization of local post office

C. Local maintenance organization and responsibilities
1. Maintenance, mail processing equipment
2. Other postal equipment
3. Building servicescleaning, security guards, ele-

vator operators and telephone operators, as ap-
plicable

4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:

1. Office of director of plant maintenance or postal
plant engineer

2. Maintenance office
3. Stockrooms
4. Maintenance control office
5. Medical unit
6. Locker rooms, swing rooms, lavatories, snack bars,

cafeteria, etc.
7.; Time clocks/badge readers, including proper use
8. Elevators, including destinations
9. Supervisors' offices/stations

10., Engine room
11. Others as appropriate to meet local conditions

Introduce, show and discuss
film Mainstay of the Mails

Organization
board, flip
parency

Organization
board, flip
parency.,

Explain chain-of-command re-
sponsibilities.

chart on chalk-
chart or trans-

chart on chalk-
chart or trans-

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and empnasize safe-
ty at every opportunity.

POD form 2542 -A
May 1968

206 T1-6, 12 -1 -70



Craft Orientation and Skill Training: Maintenance 373.1 (p. 2)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

For (Position)

Mechanic Helper

Skill or Topic

Responsibilities and Duties of Position

Basic Time

1 hour

Instructor to be (Position) Type of Appointment (Wig. and Act. Code

Supervisor or Similar Designee Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Employee/supervisor relationship

B. Necessity for following instructions

C. Relationship with other craft supervisors

D. Communications between employee and supervisors
1. Intercommunications system
2. Telephone
3. Two-way radio system
4. Personal communications
5. Bulletin boards
6. Others as appropriate to meet local situations

E. Schedule assignment
1. Hours of duty
2. Days off
3. Procedure to follow when unable to report for duty

F. Job description Copy of standard job descrip-
tion. Provide copies as hand-
outs for each employee. Use
as outline for explanation
and discussion.

G. Training opportunities
1. On-the-job
2. Off-the-job
3. Employee responsibilities

ems -.
May 19611

11.-6, 12-1-70 207



373.1 (p. Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
!den. No.

For (Position)

Mechanic Helper

Skill or Topic

Responsibilities and Duties of PositionCont.

Basic Time

Instructor to be (Position)

Where Should Training be Conducted?

When Should Training be Conducted?

Type of Appointment Deal& and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

H. Promotion opportunities

I. Wearing of identification badges (in accordance with
local regulations)

J. Use of property pass

K., Work area conduct and habitsgood housekeeping ;

smoking regulations personal needs, effects, cleanli-
ness and appearance.; relationship with other em-
ployees; horseplay ; and safety,

Demonstrate proper wearing.
Acquaint employee with pro-
cedure to follow in case of
loss.

Sample GSA Form 7.

POD P.n.s 2542-A
Moy

208

TL-6, 1 2-1 70



Craft Orientation and Skill Training: Maintenance 373.1 (p.

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
I den. No.

For (Position)

Mechanic Helper

Skill or Topic

Safety

Basic Time

2 hours

Instructor to be (Position)

Supervisor or Job Instructor

Type of Appointment

Regular (Annual Rate)

Dell. and Act. Code

16-7

Where Should Training be Conducted'

Classroom and Workroom Floor

When Should Training be Conducted?

Before assignment to job performance.,

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Introduction to safety

B. Do's of safety

C. Safety in the use of ladders

D. On-the-job and off-thejob safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift safely

F. Electrical safety
1. On-off switches
2. Lockout switches
3. Lockout disconnects
4. Tagging of lockouts
5. Personal, individual locks
6. Restoring system to operating condition after

lockout.

G. Fire prevention

,Tiv, safety officer should advise and counsel the instructor to the
extent necessary.

Personnel Handbook Series P-
16, Instructor's Guide for
Basic Maintenance Training,
part 4 and pages 23 and 44.

P-13 Handbook, Chapters 2, 6,
8

Introduce, show and discuss
film Lift Safely. Use lifting
demonstration model (see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

P-13 Handbook.

Show and demonstrate use of
safety switches, lockout de-
vices/tags/signs, etc., likely
to be encountered.

Co Form 2547-A
May 196$
T1.-6, I2 -I -70
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373.1 (p. 5) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training
Odin. No.

For (Position)

Mechanic Helper

Skill or Topic

SafetyContinued

Basic Time

instructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted?

When Should Training be Conducted?

Points To Be Covered Instructional Aids and
Notes to instructor

H. Fire and fire extinguishers
1. Class A fireswood, paper, trash
2. Class B firesflammable liquids(oil, paint, grease,

gas, etc.)
3. Class C fireselectrical

I. Local fire and emergency procedures

J. Reporting of hazardous conditions

Show and demonstrate use of
fire extinguishers/extinguish-
ing agentschemical, soda
acid, CO water (can and
hose).

Pass out copies and discuss lo-
cal fire and emergency pro-
cedu res.

Form 1767, Report of Hazard,
Unsafe Condition or Prac-
tice.

erm
May ION

"100.4

'I . ., TL.-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 373.1 (p. 6)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Wen. No.

For (Position)

Mechanic Helper

Skill or Topic

introduction to Maintenance Management

Basic Time

2 hours

Instructor to be (Position)
Maintenance Supervisor or Similar
Designee

Type of Appointment

Regular (Annual Rate)

Dmig. and Act. Code

16-7
Where Should Training be Conducted?

Classroom and Maintenance Control

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Maintenance management program
1. Preventive maintenance
2. Repair maintenance

B. Mechanic's responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.

C. Work codes, standards and performance frequencies

D. Form 4777, Check List (General)

E. Form 4776 series, Route sheet (General)
1. Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-

propriate)

F. Form 4940, Request for Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Preparation of form

Facilities Handbook MS-10.
Explain clearly the concepts
of preventive maintenance
and repair maintenance.

Form 4851. Demonstrate its
proper use and have em-
ployee complete one under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776.

Pass out copies of Form 4940
and have employee prepare
under close supervision.

eml
Aim 19611

71.-6, 12-1-70
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373.1 (p. 7) Craft Orientation and Skill Training: Maintenance
_ - - ____

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

For (Position)

Mechanic Helper

Skill or Topic

Introduction to Maintenance Management
Continued

Basic Time

Instructor to be (Position) Type of Appointment Dosig. and Act. Code

Where Should Training be Conducted?

When Should Training be Conducted?

Points To Be vend Instructional Aids and
Notes to Instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee's maintenance number

H. Form 4774, Breakdown Investigation Report
1. Purpose
2. Discussion of sample
3. Preparation of form

I. Guided tour of Maintenance Control Office

ane, g..... .2A-4_

Sample copy of Form 4941.

Sample copy of Form 4774.

Have maintenance control rep-
resentative explain various
aspects of system, flow of
paper, and use of mainte-
nance data gathered.

Emphasize necessity of accu-
racy in data.

Noy 1 Oa

212 TL-6, 12-1-70



Craft Orientation an_ d Skill Training: Maintenance

373.2 Maintenance Craft Skills Training Requirement

373.2 (p. 1)

POST OFFla DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Id.n. No.

For (Position)

Mechanic Helper

Skill or Topic

Use and Care of Handtools

Basic Time

2 hours
30 minutes

Instructor to b. (Position)

Supervisor or Job Instructor

Type of Appointment

Regular (Annual Rate)

Mai& and Act. Cods

16-7

Where Should Training be Conducted?

Classroom or Quiet Area in Shop

Whet. Should Training be Conducted?

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on
the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. General familiarization

B. Selection of right handtool for the job
I. Shape considerations
2. Size considerations
3. Speed considerations
4. Safety considerations

C. Proper use of handtools
l. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment being worked on
4. Safety considerations

D. Care of common handtools
I. Cleaning
2. Minor repairremoval of nicks and burrs, re-

placement of handles, etc.
3. Custody, checkout/check-in/replacement proce-

dures

E. Hand drills, hacksaws, and soldering irons
I. Selection, nomenclature, familiarization
2. Use
3. Care

Personnel Handbook P-16, ap-
pendix A

Part 1, P-16 Handbook

P-13 Handbook, Chapters 2, 6,
8

Handbook Series CDI, Me-
chanical Fundamentals, part
III. Demonstrate proper use
of common handtools. Point
out results of wrong use-
damage to the handtool and
the machine equipment part.

Form 4787, Broken-Worn Tool
Report

Demonstrate and supervise
proper use of representative
items.

ferns 2542-e
May 1KS
Tt-6, 12-1-70
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373.2 (p. 2) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Won. No.

For (Position)

Mechanic Helper

Skill or Topic

Introduction to Mechanisms and
11echanical Equipment

Basic Time

3 hours

Instructor to be (Position)

Super\ isor or Job Instiuctor
Type of Appointment

Regular (Annual Rate)
Desig. and Act. Code

16-7

Whim Should Training be Conducted?

Quiet Area and Workroom Floor

When Should Training be Conducted?

Prior to mil. on Lubrication if possible. The need for skill training will be based on the judgment of the m-
ploy ee s supervisor.

Points To Be Covered InInstructional Aids and
Not to Instructor

A. Introduction to mechanisms

B. Purpose of mechanical equipment

C. Safety considerations

D. Terminology

E. Observation of representative mechanisms and mechani-
cal equipments in use

Parts I and II, Appendix I,
Personnel Handbook Series
P-15. Manufacturer publica-
tions such as Bulletin 59216,
P-13 Handbook, Chapters 2,
6, 8

The Installation, Operation
and Maintenance of Chain
Drives, Published by CHAIN
Belt Co. Obtain through la
cal representatives.

Handbook Series CD-1, Me-
chanical Fundamentals, parts
I and II.
Show trainees representative
mechanisms and equipment
in use.

May MS
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11-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 373.2

POST OFFICE DEPARTNENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
!den No.

Mechanic Helper

Instructor to be (Position)

Supervisor or Job instructor

When Should Training be Conducted?

Classroom

When Should Training be Conducted?

Skill or Topic

Lubrication

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Des*. and Act. Code

16-7

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em-
plo}ve's supervisor,

A. Functions

Points To Be Covered
Instructional Aids and
Notes to Instructor

B. Types of lubricants and tools

C. Importance of using proper lubricant

D. Sealing

E. Preparation for lubrication
1. Cleaning
2. Rust removal

F. Methods of lubrication

C. Over lubrication
1, Harmful effects
2. Safety considerations

H. Representative lubrication programs (with emphasis on
safety)

Part VII, znstructor's Guide
for Training Mechanics, Per-
sonnel Handbook Series P-
15.

Facilities Handbooks MS-12,
MS-20, or similar handbooks
providing outlines for lubri-
cation programs on local
equipments.

P-13 Handbook, Chapters 2, 6,
8

POD form 2242-11
May 1 INS

216.6, 12-1-70
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373.2 Ip. 4) Craft Orientation and Skill Training: Maintenance

POST OPTICS OSPARTMINT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Mon. Pao.

for (Position)

Mechanic Helper

Sim or Took

Removal, Installation and Adjustment of
Equipment

Basic Tinos

2 hours
Intruder to be (Position)

Supervisor or Job Instructor
Typo of Appointment

Regular (Annual Rate)
Dade. and Act Cogs

16-7
Whore Should Training be conductor)

Classroom or Quiet Area
When stows Training be Conducted/

Prior to assignment to duties involving removal, installation and adjustment of equipments. The need for skilltraining will be based on the judgment of the employee's supervisor.

Pointe To MI Csversd instructional Able cent
NOM to Instrostor

A. Removal of gearing

B. Removal and attaching V-belts

C. Removal and attaching chains

D. Removing and installing pulleys and sprockets

E. Checking alignment

F. Checking belt stretch

G. Checking chain slack

H. Replacing covers

I. Calculating speed of gears

J. Calculating:
I. Speed of V-belts
2. Chain drives

K. Safety considerations

Personnel Handbook P-15, 1*- I
structor's Guide for Train-
ing Mechanics, part III.

P-13 Handbook, Chapters 2, 8,
8

T46, 12-1-70
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Craft Orientation and Skin Training: Maintenance 373.2 fp. Si

POST O DEPARTVIDir

CRAFT SKILL TRAINING REQUIREMENTS

Teaming
lien. Inc

for (Position)

Mechanic Helper

Skill or Topic

Fundamentals of Blueprint Reading and
Mechanical Di-Awing'

bogie Mao

2 hours

stomata se Se (Position)

Supervisor or Job Instructor

Whore Would Trebling be Conducted/

Classroom or Quiet Area

Type 011410.kliment

Regular (Annual Rate)
Weil. and Mt Cede
16-7

When Shesid Training be Conducted?

Prior to assignments (including technical training) involving blueprints, drawings or sketches. The need for
skill training will be based on the judgment of the employee's supervisor.

hints To be Covered lns1 Akin and
Notes Is instrynier

A. Types of drawings
1. Plain views
2. Assembly drawings
3. Detailed drawings

B. Dimensioning of drawings
1. Line dimensions
2. Circular dimensions
3. Tolerances
4. Scales
5. Visible and invisible lines
6. Center lires
7. Line width
8. Hatch marks
9. Thread designations

C. Block diagrams

D. Sketches

lar="int4
Mew PPM

Handbook Series CD-1, Me-
chanical Fundameitals. part
IV and/or part 8, Personnel
Handbook P-16.

Tt-g, 12-1-70



373.2 1p. 6) Croft Orientation and Skill Training: Maintenance

Tana*.
Nero Ns.

For (Position)

NIechanic Helper

11.einglerle be (Polities)

Supervisor or Job Instructor

ValiseeStiondt Training tw Conducted 7

Classroom or Quiet Area
Merl Mould Training be Conducted?

POST OFFICE OEFAMMOR
CRAFT SKILL TRAINING REQUIREMENTS

SW or Tema

Planning the Joh

_

Type a bligitietment

Regular (Annual Rate)

41.

Ism Time

2 hours

Des* and Act. Code

16-7

Prior to independent assignment to job performance., The need for skill training will be based on the judgmentof the employee's supervisor.

Points To S. Covered

A. Importance of planning

B. Devising a course of action

Instructional Aids end
Notes te Instructor

C. Procedure for planningquestions to be answered
1. Where is the job?
2. What is the job?
3. What could go wrong?
4. What tools will be needed?
5. What parts may be needed?
6. Will r.I1 assistant be needed?

D. Course of action
1, Planthink or write.
2. Take actionget tools, parts, etc. and do job
3. Think backdid I have everything?
4. Rememberfor next time.

E. Show application by relating to representative job(s).

Personnel Handbook P-16,
part 10 and appendix E.

Have students work out plan
for a typical assignment.

low teal

21.8
11-4, 12-1-70
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Craft Orientation and Skill Training: Maintenance 373.2 (p.

POST OFFICE DEPAIMAENT

CRAFT SKILL TRAINING REQUIREMENTS

Training i For (Position)
lden. No.

Mechanic Helper

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Eletrical Parts and Circuits

Basic Time

8 hours

Type of Appointment

Regular (Annual Rate)
Des ig. and Act. Code

16-7

Prior to assignment involving maintenance of electrical equipment. The need for skill training will be based on
the judgment of the employee's supervisor.,

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Switches

B. Circuit breakers

C. Fuses

D. Lamps

E. Relays

F., Photocells

G. Motors

H. Motor brakes

I, Solenoids

J. Generators

Rectifiers

L. Wiring diagrams and electrical drawings

Handbook Series CD-2, Elec-
trical Fundamentals, and/or
similar basic references.

Representative components.

POO Form 2542-s
May 196$

TL-6, 12 -1 70
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373.2 (p. 8) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

For (Position)

Mechanic Helper

Skill or Topic

Electronic Parts and Circuits

Basic Tine

8 hours

Instructor to be (Position) Type of Appointment Des*. and Act. Code

Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Prior to assignment involving maintenance of electronic equipment. The need for skill training will he based
on the judgment of the employee's supervisor.,

Points To Bit Covered Instructional Aids and
Notes to Instructor

A. Batteries Handbook Series CD-2, Elec-
trical Fundamentals, and/or

B. Transistors similar basic references.

C. Resistorssymbols, color coding and tolerances Representative components

D. Capacitors

E. Voltage and current

F. Circuits

G. Coils and transformers

H. Tubes, tube pins and sockets

I. Heater (filaments)

J. Connections and nodes

K. Insulators

L. Ohmmeters, voltmeters, etc.

M. Units of electrical/electronic measurement

N. Reading schematic diagrams

0. Resistance values and computing resistances

May 1 MI

220



Craft Orientation and Skill Training: Maintenance 373.2 to. 91

POST 0111110E IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skill or Top.c Mask Time
!den. No

Mechanic Helper Air Conditioning Equipment (Familiarization 8 hours
and Preventive Maintenance)

Instructor to be (Position) Type of Appointment

Supervisor or Job Instructor

Where Should Training be Conducted?

Quiet Area and on Equipment

Regular (Annual Rate)
[Wig. and Act. Cede

16-7

When Should Training be Conducted?

Prior to routine assignment to assist in preventive maintenance of air conditioning equipment. The need for
skill training will be based on the judgment of the employee's supervisor.

Points To Se Covered Instructional Aids and
Notes to Instructor

A Introduction

B. Theory of refrigeration
1, Basic theory of refrigeration
2. Refrigeration cycle

C. Self-contained units
1. Window units
2. Floor units
3. Capacity ratings
4. Operating checks
5, General maintenance

D. Central systems
1. Compressors, condensers and chillers
2. Refrigerants
3. Cooling towers
4. Air handlers

E. Safety

*Four hours of classroom instruction (or supervised on-clock study)
followed by four hours OJT and close supervision assisting in pre-
ventive maintenance.

POD Fiona 2542.4
Miry INS

Tlf-6, 12-1-70

Facilities Handbook Series
MS-24, Air Conditioning,
Parts 1-4 and Part 9.

P-13 Handbook, Chapters 2, 6,
8



373.2 (p. 10) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Idea. No.

For (Position)

Mechanic Helper

Instructor to be (Position)

Supervisor or Job 'astructor

Where Should Training be Conducted?

Classroom and Workroom Floor

When Should Training be Conducted?

Skill or Topic

Conveyor (Familiarization and Preventive
Maintenance)

Type of Appointment

Regular (Annual Rate)

Basic Time

8 hours

petit and Act. Coda

16-7

Prior to being assigned to maintenance on conveyors. The need for skill training will be based on the judg-
ment of the employee's supervisor.

Points To Be Covered

A. Types of Conveyors
1., Bulk
2. Portable

Instructional Aids and
Not to Instructor

B. Introduction to the system
1. General description
2. Conveyor numbering system
3. Safety considerations
4. Tour of the system (s)

C. Detailed description and operating principles
1, Nomenclature
2. Drive unit
3. Motors and motor controls
4. Gear reduction units
5. Drive pulley
6. Conveyor belt
7., Belt supportsslider bed and rollers
8. Tensioning device

D. Lubrication program

E. Check lists and route sheets

F. Preparations for maintenance
1. Requirements regarding shutting down equipment

for maintenance
2. Safety considerations on and around system
3. Materials:handtools needed

Facilities Handbook MS-12,
Bulk Belt Conveyors and
MS-26, POD Portable Con-
veyors

Introduce both types but con-
fine instruction primarily to
bulk conveyors pointing out
that information applies
equally well to portable con-
veyors. P-13 Handbook,
Chapters 2, 6, 8

Part 4, Facilities Handbook
MS-12

Part 5, Facilities Handbook
MS-12

Employee's lock and key

Necessary handtools, rags, lub-
ricants, etc.

P00 Form 2$42 -a
May IMO

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenanat 373.2 (p. 11)

POST OFFICE DEPAITITMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
leen.

For (Position)

Mechanic Helper

Instructor to be (Position)

When Should Training be Conducted?

Skill or Topic

Conveyor (Familiarization and Preventive
Maintenance) Continued

Bask Time

Type of Appointment Desks. and Act. Code

When Should Training be Conducted?

Points To Se Cowed Instructional Aids and
Notes to Instructor

(1., Cleaning and lubrication procedures

H. Cleanup and preparation of forms to turn in to tour
foreman

I. Placing system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position
3. Functional tests
4. Reporting operational status of system

Keep constant lookout for lost
and damaged mail matter.

POD Fans 2$424
Mey INA

T1.-6, 12-1-70
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373.2 ip. 121 Craft Orientation and Skill Training: Maintenance

POST MOE 01EPARTMDIT
CRAFT SKILL TRAINING REQUIREMENTS

Training
Idsn. No.

For (Position)

Mechanic Helper

Skill or Topic

Elevator (Familiarization and Preventive
Maintenance)

Basic Time

8 hours

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Deeig. and Act. Code

16-7

When Should Training be Conducted?

Quiet Area and on Equipment

When Should Training be Conducted?

Prior to routine assignment to assist in preventive maintenance of elevators. The need for skill training will
be based on the judgment of the employee's supervisor.

Points To Be Coveted Instructional Aids and
Notes to Instructor

A. Introduction

B. Basic elevator components and their functions

C. General preventive maintenance
1. Purpose
2. Base elevator
3. Service classifications
4. Basic check lists
5. Sample check lists

D. Preventive maintenance check list application

E. Safety

*Four hours of classroom instruction (or sup:rvised on-the-clock
study) followed by four hours OJT and close s..pervision assisting in
preventive maintenance.

..,...

Facilities Handbook MS-21,
Elevator Maintenance

P-13 Handbook, Chapters 2, 6,
8

fee
May te4a

224
TL 6, 12-1-70



Craft Orientation and Skill Training: Maintenance 373.2 (p. 131

POST MICE otrannara
CRAFT SKILL TRAINING REQUIREMENTS

Training
!den. No

For (Position)

Mechanic Helper
Skill or Topic
Edger-Stacker Machine (Familiarization and

Preventive Maintenance)

Bask Time
2 hours

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Dui,. and Act. Cods
16-7

Where Should Training be Conducted?

Classroom or Quiet Area and
Workroom Floor

When Should Training be Conducted?

Prior to assignment to work on edger-stackers. The need for skill training will be based on the judgment of the
employee's supervisor.,

Points To Se Covered Instructional Aids and
Notes to Instructor

A. Introduction
1. Purpose
2. Operation, general
3. Safety considerations

B. Machine description
1. Principle of operation
2. Detailed description
3. Vibrator hopper
4. Inclined feeder conveyor
5. Stacker assembly

C. Interim check lists and route sheets

D. Preparations for maintenance
1. Notifications required when taking machine out of

service
2. Safety considerations on and around machine
3. Disconnect, off and lockout requirements
4. Materials/tools needed

E. Cleaning and lubrication
1. Program
2. Procedures

F. Cleanup

G. Completion of forms to be turned in to tour foreman

H. Removal of lockouts and placing machine back in opera-
tion

16mm film on edger-stacker
operation and 35mm film-
strip illustrating the total
canceling system.

P-13 Handbook, Chapters 2, 6,
8

Keep continual lookout for lost
and damaged mail matter.

0 Pena 2$42-0
May iNs
TL-0, 12-1-70 '111-'5
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373.2 (p. 14) Craft Orientation and Skill Training: Maintenance

Training
Idea. No.

POST OFF= DEPARTNINT
CRAFT SKILL TRAINING REQUIREMENTS

For (Position)

Mechanic Helper

Skill or Topic

Mark 11 Facer-Canceler (Familiarization and
Preventive Maintenance)

Instructor to be (Position) Type of Appointment

Supervisor or Job Instructor
Whore Should Training be Conducted?

Classroom and on the Machine

When Should Training be Conducted?

Regular (Annual Rate)

Basic Time

5 hours

Dealt and Act. Code

16-7

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction to the machine
1. General description
2. Controls
3. Operating instructions
4. Safety considerationsoperations and maintenance

B. Checklists and route sheets

C. Preparation for maintenance
1, Requirements regarding shutting down for main-

tenance
2, Disconnecting from power source
3, Checklists, handtools, lubricants, rags, etc.
4, Special safety considerationsmachines with bi-

color recognition system modification

D. Cleaning and lubrication procedures

E. Cleanup and preparation of forms to be turned in to tour
foreman

F. Placing machine back in operation
1: Restoring power
2. Setting of circuit breakers
3, Functional tests
4. Reporting operational status of machine

Mark II 2" x 2" operating and
maintenance slides, Hand-
book MS-14, Facer-Canceler

P-13 Handbook, Chapters 2, 6,
8

Students perform under close
supervision

POO Fenn 23424
May INS

O0r- VA0(4U
11.-6, 12-1-70
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Craft Orientatiai and Skill Training: Maintenance 373.2 (p. 15)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
loom No.

For (Position)

Mechanic Helper

Skill or Topic

Multiposition Letter Sorting Machine (Familiar-
ization and Preventive Maintenance)

Basic Time

8 hours

instructor to No (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Desist. and Act. Code

16-7
Where Should Training be Conducted?

Classroom and on the Machine

When Should

Prior to being
the judgment

Training be Conduct's'?

assigned to maintenance on letter sorting machine. The need for skill training will be based onof the employee's supervisor.

Points To Ile Covered Instructional Aids and
Notes to Instructor

A. Introduction to machine
1. General description
2. Operating instructions
3. Safety considerations
4. Disconnecting electrical power source
5. Tour of machine

B. LSM checklists and mute sheets

C. Console checklists and route sheets

D. Cleaning and lubrication program

E. Use of jog cords

F. Use of piggy-back motor

G. Procedures for cleaning code wheels of letter carts

H. Procedures for cleaning outer skin of machine

I. Preparations for maintenance
1. Requirements for shutting down equipment
2. Safety considerations including lockout
3. Materials/handtools needed

J. Other cleaning and lubrication procedures

K. Cleanup and preparation of forms for submission to tour
foreman

Engineering Handbook E-13,
Multi-Position Letter Sort-
ing Machine Model 120 and
121, Chapter 1; 2" x 2" LSM
Operation and Maintenance
Slides. Point out various
components.

P-13 Handbook, Chapters 2, 6,
8

LSM letter cart with code shaft
removed from call

Keep continual lookout for lost
and damaged mail matter.

Employee lock and key

Applicable checklists and route
sheets. Have students per-
Lorm cleaning and lubricat-
ing procedures under dos"
supervision.

May MS

TL-6, 12-1-70
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373.2 (p. 16)

Training
Iden. No

For (Positron)

Mechanic Helper

Instructor to be (Position)

Where Should Training be Conducted?

When Should Training be Conducted?

POST WOE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Multiposition Letter Sorting Machine (Familiar-
ization and Preventive Maintenance)--Cont.

Basic Time

Type of Appointment Deelg. and Act. Cede

Points To Se Covered
instructional Aids and

Notes to Instructor

L. Returning machine to operating condition
1. Removal of lockouts
2. Restoration of power
3. Safety considerations

Exercise care when turning
CB-16 and CB-1 to ON po-
sition, as full bin circuitry
will be thrown off balance.

POD Form 2542 -s
May I NS

228 TI.-41, 12-1-70



Craft Orientation and Skill Training: Maintenance 373.2 (p. 171

POST OFIFICE DEFAIIIIIIINT

CRAFT SKILL TRAINING REQUIREMENTS
Trento*
Idea. 80.

For (Position)

Mechanic Helper

Skin or Took

Parcel Sorting Machine (Familiarization and
Preventive Maintenance)

Basic Tiene

$ hours

Instructor to be (Position) Type of Appointsnent Des lag. and Act. Cods

Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom and on the Machine

When Should Trains* be Conducted?

Prior to assignment to maintenance on the parcel sorter.. The need for skill training will be based on the
judgment of the employee's supervisor.

Pointe To Se Covered Instructional Aida and
Notes to Instructor

A. Introductic n to the machine Facilities Handbook MS-2,
2. Purpose of machine Parcel Sorting Machine,
3. General description Over and Under Type or
3. Safety considerations similar publication for local
4. Observation of machine equipment.

B. Traveling deflector P-13 Handbook, Chapters 2, 6,
1. Motor and drive assembly 8
2. Conveying assembly
3. Deflector assembly
4. Safety lockout

C. Parcel sorter Employee's lock and key
1. Motor and drive assembly
2. Conveying assembly
3. Memory unit

D. Checklists and route sheets
E. Preparation for maintenance Keep continual lookout for lost

1. Shutting down requirements and damaged mail matter.
2. Lockout procedures
3. Checklists/lubrication & cleaning schedule
4. Necessary handtools, lubricants, rags, etc.

F. Cleaning and lubrications procedures Students perform under close
G. Cleanup and preparation of forms for submission to tour supervision. Emphasize safe-

foreman ty.

H. Placing machine back in operation
1. Restoring power
2. Remove lockout
3. Functional tests
4. Reporting operational status

key 11111

11.4, 12-1-70 7.29



373.2 (p. 11) Craft Orintation and Skiff Training: .larsat

Triowne For (Position)
tdon. No.

Mechanic Helper

Instructor to be (Position)

Supervisor or Joh Instructor

Whir* Should iraininibeConductod?

Classroom and on the Machine

Whin Should Training be Conducted?

POST OflrICE OVAIMADff
CRAFT SKILL TRAINING REQUIREMENTS

Skid or Topic

Sack Sorter (Familiarization and Preventive
Maintenance)

Book Time

8 hours

Typo of Appointment

Regular (Annual Rate)

Oasis. and Act. Code

16-7

Prior to assignment to maintenance on sack sorters. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Is Covered
instructional Aids and

Notes to Instructor

A. Introduction
1: Purpose of machine
2. General description of machine
3. Safety considerations
4. Terminology
5. Familiarization tour of machine

B. Description and operating principles
1. Drive assemblies
2. Conveyor parts
3. Carriers
4. Memory system

C. Checklists and route sheets

D. Preparation for maintenance
1. Shutting down equipment
2. Checklists /lubrication & cleaning schedules
3. Necessary handtools, lubricants, rags, etc.

E. Lubrication and cleaning procedures

F. Cleanup and preparation of forms for submission to tour
foreman

G. Placing machine back in operation
1. Restoring power
2. Removal of lockout
3. Functional tests
4. Reporting operational status
5. Review of safety considerations

Facilities Handbook MS-23
Monorail Sack Sorters, part I
or similar publication for lo-
cal equipment

P-13 HB, Chap. 2, 6, 8

Demonstrate lockout proce-
dures.

Keep continual lookout for lost
and damaged mail matter.

Have students perform under
close supervision. Emphasize
safety.

POD Foram 21424
Moe tIonS

"30



Craft °deeded:on and Skill Training: Maintenance 373.2 (p. 19)

POST MICE 01PARTIOINT
CRAFT SKILL TRAINING REQUIREMENTS

Vanua.
Mon. No

Fog (Position)

Mechanic Helper

Inatnnier to be (Position)
Supervisor or Job Instructor

Where Ilbould Trainim N Condested?
Classroom and Workroom Floor

Skid of Topic

Tray Transport System (Familiarization and
Preventive Maintenance)

D esk Time

S hours

Type eV Appointment

Regular (Annual Rate)
Dee*. and Act. Cods
16-7

When Unroll Tretnew be Conducted?

Prior to being assigned to maintenance on the tray transport system. The need for skill training will be basedon the judgment of the employee's supervisor.

hints To Se Covered Instructional Aids and
Notes to instructor

A. General description of the equipment

B. Principles of operation
1. Drive assemblies
2. Drive pulley
3. Drive unit
4. Deactivation of electrical supply to drive unit
5. Takeo pulleystypes and locations

C. Safety considerations
1. Emergency stop buttons
2. Disconnect switches
3. Interlock (electrical) conveyor system

D. Checklists and route sheets

E. Preparations for maintenance
1. Requirements regarding shutting down equipment

for maintenance
2. Safety considerations on and around system
3. Materials needed

F. Cleaning and lubrication
1. Program
2. Procedures

G. Cleanup and preparation of forms to be turned into tour
foreman

H. Placing conveyor system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position

Facilities Handbook MS-20,
Tray Transport Conveyors

Identify and point out during
complete tour of system.

P-13 Handbook, Chapters 2, 8,
8

Keep continual lookout for lost
and damaged mail matter.

Necessary handtools, rags, lub-
ricants, etc. Students per-
form under close supervision.
Emphasize safety.

lkto fens 23424
May 1 Woe

2L-4, 12 -1 -70
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373.3

373.3 Individual Training Record

Craft Orientation and Skill Training: Maintenance

U.S. .DST AL SERVICE

INDIVIDUAL TRAINING RECORD

DATE ENTETTEL, ON OUT! Npir OF EmpLAITEC

r
DIESIGNAT ON I AC IV TT CODE SOCIAL SEC....NT* NO POSITION

Nag Imic Hotpot

SKILL OR TOPIC

CNEctc
?NG.

NEEDS

iL )

REQUIRED
INSTRUCTION GIVEN'

ADDITIONAL
TRAINING PROVIDED

SUPERVISOR'S
soomAtuni AND

DATE
REMARKS't4ST"uc"i IINITIALS Nu

uT$
TN(

',MT.
UST 0

oNsTN, C Top $
;NI T. LS AND

LATE

'NG
TIME
USED

A. GE N ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN

0. CRAFT ORIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN

4. ...--....

D. CRAFT SKILLS

I. USE Nt..) C Nt Oe I. ANT.TOO,S
. -

2 LUPIC A TiON
-4-

I INTRO To MECHANISMS Nr

-A

MECNANICk. l QU,Pml NT -4-
A Rcuow., INsTLL10N. No

DJUSTATANT Ow I Ico,w4Mt N T
-.-

FUNDAMENTALS OF foLuLITPINI
PCC1NG NC,ATECNAN.CL CPo.NG

t
PLANNING T T.. JOJ

-,

7. ELECTRICAL PARTS Nr. CiRCLIt T;

ELEC TRON1C PANTS AND CIIACJI TS

9 C EQUIPMENT E MOIL.. API Z TIO14
AMC par V LN T I V C MAIN i r NAAc F'

4.-

IO CONvE v on f MILIeli 2 ToON Nr
PREVEN T. vr NI.NT. NANCt

=

,......-...

II ri_I VA ION V ATIL .41$111TION Nr%
PRE iEN T t..t r.1.11NNCE

I.--I) tocrA A rcAEN mcH,Nc F ,...,..
IPIIITION N -,PAII- 41 N.VL
AT IN15 NNC I . ---. : I

II MANY II A' ACT Pf ANSI ... V AMIL.
. AM.1TION Nr. 1..1.1 + I . 7.41

ClidAlltAULt 1+0..,0. Li I "1 A 50011 a
.CWL.A,Z,0"4 N AAr Ye N
L/AVE MINT CI, TCr

IS PPCCL VON TING MACNAst F OAR,-
. P.Z TION AN7. pr.,_ VENT wk.
4.411.47 I NNC C

IA SAC.. SONY. la FM.L RI T,0,1
INC AR t VI A". w, MA' ". 'I N".C,

--A--

rTfr-TNv TA NSA Oa" s"," t ", TAT
.aZn0A Nt t WE .1 "4 Ti , k

MIN, 4NCE, _ _.1

4 _....

1

,
LWhoe appit,ble. Instruct,* shall fort. uncle/ "fa MAkto" fb, ailailflultal fra1111114, III this sillif Orr. 410 .

PS F.R. 25481`
Sep 19-0

NoAT,v.,AC#
TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance

374 General Mechanic
374.1 Maintenance Craft Orientation Requirements

374.1 (p.

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training
I den. No.

For (Position)

Ceneral Mechanic

Instructor to be (Position)

Supervisor or Similar Designee

Skill or Topic

Introduction to Maintenance Services
Basic Time

2 hours

Where Should Training be Conducted?

Classroom and Work Areas

Type of Appointment

Regular (Annual Rate)
Oasis. and Act. Code

16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Purpose of maintenance services"To facilitate move-
ment of the mails."

B. Organization of local post office

C. Local maintenance organization and responsibilities
1. Maintenance, mail processing equipment
2. Other postal equipment
3. Building servicescleaning, security guards, ele-

vator operators and telephone operators, as ap-
plicable

4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:
1. Office of director of plant maintenance or postal

plant engineer
Maintenance office
Stockrooms

2.
3.
4. Maintenance control office
5. Medical unit
6. Locker rooms, swing rooms, lavatories, snack

bars, cafeteria, etc.
7, Time clocks, badge readers, including proper use
8. Elevators, including destinations
9. Supervisors' offices/stations

10. Engine room
11. Others as appropriate to meet local conditions

Introduce, show and discuss
film Mainstay of the Mails

Organization chart on chalk-
board, flip chart or transpar-
ency.

Organization chart on chalk-
board, flip chart or transpar-
ency.

Explain chain-of-command re-
sponsibilities.

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and emphasize safe-
ty at every opportunity.

POD Farm 2542-A
May 196$
TL-6, 12 -1-70
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374.1 (p. 2) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Iden No.

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Similar Designee

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

Skill or Topic Basic Time

Responsibilities and Duties of Position

Type of Appointment

Regular (Annual Rate)

1 hour

Desig. and Act. Code

16-7

Before assignment to job performance.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Employee 'supervisor relationship

B. Necessity for following instructions

C. Relationship with other craft supervisors

D. Communications between employee and supervisors
1: Intercommunications system
2. Telephone
3. Two-way radio system
4. Personal communications
5. Bulletin boards
6. Others as appropriate to meet local situations

E. Schedule assignment
1, Hours of duty
2. Days off
3. Procedure to follow when unable to report for duty

F: Job description

G. Training opportunities
1. On-the-job
2. Off-the-job
3, Employee responsibilities

Copy of standard job descrip-
tion. Provide copies as hand-
outs for each employee. Use
as outline for explanation
and discussion.

POD Form 2342-A
May 19641

TL-6, 12 -1 -70



Craft Orientation and Skill Training: Maintenance 370,1 (p. 3)

POST OFFICE OEPAIITMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position) Skill or Topic
Idea. No.

General Mechanic Responsiln;ities and Duties of PositionCont.

Instructor to be (Position)

Where Should Training be Conducted?

When Should Training be Conducted?

Type of Appointment

Points To Se Covered

H. Promotion opportunities

Bask Tinto

Dosig. and Act. Code

Instructional Aids and
Not to Instructor

. \Vetoing of identification badges (in accordance with
local regulations)

J. Use of property pass

K., Work area conduct and habitsgood housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness and appearance; relationship with other employ-
ees; horseplay : and safety.

POO farm 2542-A
May 1961

Demonstrate proper wearing..
Acquaint employee with pro-
cedure to follow in case of
loss.;

Sample GSA Form 7

11.-6, 12-1-70
`,2,,i5



374.1 (p. Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Won. No.

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Skill or Topic

Safety

Basic Time

2 hours

Where Should Training be Conducted?

Classroom and Workroom Floor

Type of Appointment

Regular (Annual Rate)

Desig. and Act. Code

16-7

When Should Training be Conducted?

Before assignment to job performance..

points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction to safety

B. Do's of safety

C. Safety in the use of ladders

D. On-the-job and off-the-job safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift safely

F., Electrical safety
1.: On-off switches
2. Lockout switches
3. Lockout disconnects
4. Tagging of lockouts
5. Personal, individual locks
6. Restoring system to operating condition after lock-

out

G. Fire prevention

*The safety officer should advise and counsel the instructor to the
extent necessary.

Personnel Handbook, Series P-
16, Instructor's Guide for
Basic Maintenance Training,
part 4 and pages 23 and 44.

P-13 Handbook, Chapters 2, 6,
8

Introduce, show and discuss
film Lift Safely. Use lifting
demonstration model (see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

Show and demonstrate use of
safety switches, lockout de-
vices/tags/signs, etc., likely
to be encountered.

POD Form 2542A
May 1964

TL-6, 12 -1 -70



Craft Orientation and Skill Training: Maintenance 374.1 (p. 51

POST MICE OEPAITTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
idea. No.

For (Position)

General Mechanic

Skill or Topic

SafetyContinued

Basic Time

Instructor to be (Position)

When Should Training be Conducted?

Type of Appointment Craig. and Act. Code

When Should Training be Conducted?

Points To 80 Covered Instructional Aids and
Notes to Instructor

H. Fires and fire extinguishers
1. Class A fireswood, paper, trash
2. Class B firesflammable liquids (oil, paint, grease,

gas, etc.)
3. Class C fireselectrical

I. Local fire and emergency procedures

J. Reporting of hazardous conditions

Show and demonstrate use of
fire extinguishers/extinguish-
ing agents--chemical, soda
acid, CO water (can and
hose).

Pass out copies of and discuss
local fire and emergency pro-
cedures.

Form 1767, Report of Hazard,
Unsafe Condition or Practice

POD Fenn 2$42 -A
May 1965

TL-6, 12-1-70 2;i7



374.1 (p. 6) Craft Orientation and Skill Training: Maintenance

Training
;arm. No.

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

For (Position)

General :Mechanic

Instructor to be (Position)

Maintenance Control Supervisor or
_Similar Designee

Where Should Training be Conducted?

Classroom and Maintenance Control

Skill or Topic

Introduction to Maintenance Management

Type of Appointment
Regular (Annual Rate)

Basic Time

2 hours

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Maintenance management program
1, Preventive maintenance
2. Repair maintenance

B. Mechanic's responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.

C. Work codes, standards and performance frequencies

D. Form 4777, Check List (General)

E. Form 4776 series, Route Sheet (General)
1, Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-

propriate)

F. Form 4940, Request for Maintenance Work Order
1, Purpose
2. Discussion of sample
3. Preparation of form

Facilities Handbook MS-10.
Explain clearly the concepts
of preventive maintenance
and repair maintenance.

Form 4851. Demonstrate its
proper use and have em-
ployee complete one under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended ; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776

Pass out copies of Form 4940
and have employee prepare
under close supervision.

POD Form 2542A
May 1961

el ":' fQ
Ara.; (..)

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.1 (p.

POST OFF= DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
kW. No.

For (Position)

General Mechanic

Skill or Topic

Introduction to Maintenance ManagementCont.

Basic Time

Instructor to be (Position) Type of Appointment Dui, and Act. Code

When Should Training be Conducted?

When Should Training be Conducted?

Points To Bo Covered
Instructions! Aids and

Notes to Instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee's maintenance number

H. Form 4774, Breakdown Investigation Report
1. Purpose
2. Discussion of sample
3. Preparation of form

I. Guided tour of maintenance control office

Sample copy of Form 4941

Sample copy of Form 4774

Have maintenance control rep-
resentative explain various
aspects of system, flow of
paper, and use of mainte-
nance data gathered.

Emphasize necessity of accu-
racy in data.

POD Form 2542A
May INS

TL-6, 12 -1 -70
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374.2 (p. 1) Craft Orientation and Skill Training: Maintenance- -
374.2 Maintenance Craft Skills Training Requirements

POST OFF= DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Manilla , For (Position)
!den. No. I

General Mechanic

Instructor to be (Position)

Skill or Topic

Use and Care of Handtools

Basic Time

2 hours
30 minutes

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area in Shop

When Should Training be Conducted?

Type of Appointment

Regular (Annual Rate)
Desig. end Act. Cods

16-7

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on thejudgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. General familiarization

B. Selection of right handtool for the job
1.- Shape considerations
2. Size considerations
3. Speed considerations
4, Safety considerations

C. Proper use of handtools
1. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment being worked on
4, Safety considerations

D. Care of common handtools
1, Cleaning
2. Minor repairremoval of nicks and burrs, replace-

ment of handles, etc,
3. Custody, checkout /check-in /replacement proce-

dures

E. Hand drills, hacksaws, and soldering irons
1, Selection, nomenclature, familiarization
2. Use
3. care

...,..
POD Fenn 25424
May 1964

Personnel Handbook P-16, ap-
pendix A

Part I, P-16 Handbook

P-13 Handbook, Chapters 2, 6,
8

Handbook Series CD-1, Me-
chanical Fundamentals, part
III. Demonstrate proper use
of common handtools. Point
out results of wrong use-
damage to the handtool and
the machine equipment part.

Form 4787, Broken-Worn Tool
Report

Demonstrate and supervise
proper use of representa-
tive items.

240 TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 2)

POW OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
won. No.

For (Position)

General Mechanic

Type

Regular

Skill or Topic

Introduction to Mechanisms and Mechanical
Equipment

Basic Time

3 hours

Instructor to be (Position)

Supervisor or Job Instructor

of Appointment

(Annual Rate)

Desig. and Act. Code

16-7

Where Should Training be Conducted?

Quiet Area and Workroom Floor

When Should Training be Conducted?

Prior to unit on lubrication if possible. The need for skill training will be based on the judgment of the em-
ployee's supervisor,

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Introduction to mechanisms

B. Purpose of mechanical equipment

C. Safety considerations

D. Terminology

E. Observation of representative mechanisms and mechani-
cal equipments in use

A. Parts I & II, Appendix I,
Personnel Handbook. Se-
ries P-15, Instructor's
Guide for Training Me-
chanics. Manufacturer
publications such as Bulle-
tin 59126, The Installation,
Operation and Mainte-
nance of Chain Drives,
published by CHAIN Belt
Co. Obtain through local
representatives.

Handbook Series CD-1, Me-
chanical Fundamentals,
parts I and II.

Show trainees representative
mechanisms and equip-
ment in use.

C. P-13 Handbook, Chapters 2,
6, 8

POD Form 25424
Moy 196$

T1.-6, 12 -1_70
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374.2 (p. Craft Orientation and Skill Training: Maintenance

Training
Iden No

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Lubrication

Type of Appointment

Regular (Annual Rate)

Basic Tim*

2 hours

Dula. and Act. Code

16-7

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em-ployee's supenisor..

A. Functions

Points To Be Covered Instructional Aids and
Mots* to Instructor

B. Types of lubricants and tools

C. Importance of using proper lubricant

D. Sealing

E. Preparation for lubrication
1. Cleaning
2, Rust removal

F. Methods of lubrication

G. Over lubrication
1. Harmful effects
2. Safety considerations

H. Representative lubrication programs (with emphasis on
safety)

Part VII, Instructor's Guide
for Training Mechanics, Per-
sonnel Handbook Series P-15

P-13 Handbook, Chapters 2, 6,
8

Facilities Handbooks MS-12,
MS-20, or similar handbooks
providing outlines for lubri-
crtion programs on local
equipment.

POD Fenn 2362-1
May 1'968

242op,

211.
T6-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 4)

POST OPTICS IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Idea. No.

For (Positron)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor
Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Removal, Installation and Adjustment of Equip-
ment

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

(Mei& and Act Code

16-7

Prior to assignment to duties involving removal, installation and adjustment of equipment. The need for skill
training v ill be based on the judgment of the employee's supervisor.

Points To Se %.tovered Instructional Aids and
Notes to Instructor

A. Removal of gearing

B. Removal and attaching V-belts

C. Removal and attaching chains

D. Removing and installing pulleys and sprockets

E. Checking alignment

F. Checking belt stretch

G. Checking chain slack

H. Replacing covers

I. Calculating speed of gears

J. Calculating:
1. Speed of V-13clts
2. Chain drives

K. Safety considerations

Personnel Handbook P-15, In-
structor's Guide for Train-
ing Mechanics, part III

P-13 Handbook, Chapters 2, 6,
8

Poo r..ai 2s424
May 11168

11,6, 1 2-1 70
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374.2 (p. 5) Craft Orientation and Skill Trailing: Maintenance

POST OFFICE DEPARTIADIT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Wan. No.

For (Position)

General Mechanic
Skill or 'epic

Fundamentals of Blueprint Reading and
Mechanical Drawings

mask Tenn

2 hours

Instructor to be (Position)

Supervisor or Job Instructor

Whore Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Type of Appointment

Regular (Ar.nual Rate)
OM*. and Act. Cede

16-7

Prior to assignments (including technical training) involving blueprints, drawings or sketches. The need for
skill training will be based on the judgment of the employee's supervisor.

Points To Se Covered Instructional Aids and
Notes to Instructor

A. Types of drawings
1. Plain views
2. Assembly drawings
3. Detailed drawings

B. Dimensioning of drawings
1. Line dimensions
2. Circular dimensions
3. Tolerances
4. Scales
5. Visible and invisible lines
6. Center lines
7. Line width
8. Hatch marks
9, Thread designations

C. Block diagrams

D. Sketches

Handbook Series CD-1, Me-
chanical Fundamentals, part
IV, and/or part 8, Personnel
Handbook P-16.

POD Fenn 25424
May 196$

244

T1-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p.

KNIT OFFICE EIERVECAVIT

CRAFT %KILL TRAINING REQUIREMENTS

Training
Iden. No

For (Position)

General Mechanic

Skin or MOW

Planning the Job

Doge Tim

2 hours

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Typo of APPNINMolt

Regular (Annual Rate)

Deeig. and Act. case

16-7

Prior to independent assignment to job performance. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Importance of planning

B. Devising a course of action

C. Procedure for planningquestions to be answered
1. Where is the job?
2. What is the job?
3. What could go wrong?
4. What tools will be needed?
5. What parts may be needed?
6. Will an assistant be needed?

D. Course of action
1. Planthink or write.
2. Take actionget tools, parts, etc. and do job
3. Think backdid I have everything?
4. Rememberfor next time.

E. Show application by relating to representative job (s).

Personnel Handbook P-16, part
10 and appendix E

Have students work out plan
for a typical assignment.

POO Fenn-25424
May tire
TL-6, 12 -1 -70
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374.2 (p. Craft Orientation and Skill Training: Maintenance

Training
idea. No.

POST OFFICE IMAINMENF
CRAFT SKILL TRAINING REQUIREMENTS

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Ares

When Should resitting be Conducted?

saiis or Toole

Electrical Parts and Circuits

Typo et Appointment

Regular (Annual Rate)

sosie Thaw

S hours

amis. and Act. Cede

16-7

Prior to assignment involving maintenance of electrical equipment. The need for rkill training will be based on
the judgment of the employee's supervisor.

Points To Ile Coveted Instructional Aids and
Notes to Instructor

A. Switches

B. Circuit breakers

C. Fuses

D. Lamps

E. Relays

F. Photocells

G. Motors

H. Motor brakes

I. Solenoids

J. Generators

K. Rectifiers

L. Wiring diagrams and Electrical Drawings

lbo ?no 25424
Noy its'

Handbook Series CD-2, Elec-
trical Fundamentals, part II,
and/or similar basic refer-
ences.

Representative components.

246
11#4, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 8)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Men. No.

For (Position)

General Mechanic

Skill or Topic

Electronic Parts and Circuits

Basic Tim*

8 hours

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)

Desig. and Act. Code

16-7

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Trairimo be Conducted?

Prior to assignment involving maintenance of electronic equipment. The need for skill training will be based on
the judgment of the employee's supervisor.,

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Batteries

B. Transistors

C. Resistorssymbols, color coding and tolerances

D. Capacitors

E. Voltage and current

F. Circuits

G. Coils and transformers

H. Tubes, tube pins and sockets

I. Heaters (filaments)

J, Connections and nodes

K. Insulators

L. Ohmmeters, voltmeters, etc.

M. Units of electrical /electronic measurement

N. Reading schematic diagrams

0. Resistance values and computing resistances

Handbook Series CD-2, Elec-
trical Fundamentals, part I,
and/or similar basic refer-
ences.

Representative components.

POD Form 2542-1
Moo 1961

TL-6, 1 2-1 70
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374.2 (p. Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Men. No.

For (Position)

General Mechanic

Skill or Topic

Air Conditioning Equipment (Familiarization
and Preventive Maintenance)

Basic Time

8 hours*

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Quiet Area and on Equipment

When Should Training be Conducted?

Type of Appointment

Regular (Annual Rate)
ossig. and Act. Code

16-7

Prior to routine assignment to assist in preventive maintenance of air conditioning equipment. The need for
skill training will be based on the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Not to Instructor

A. Introduction

B. Theory of refrigeration
1. Basic theory of refrigeration
2. Refrigeration cycle

C. Self-contained units
1. Window units
2. Floor units
3. Capacity ratings
4. Operating checks
5. General maintenance

D. Central systems
1. Compressors, condensers and chillers
2. Refrigerants
3. Cooling towers
4. Air handlers

E. Safety

Four hours of classroom instruction (or supervised on-the-clock
study) followed by four hours OJT and close supervision assisting in
preventive maintenance.

Facilities Handbooks MS-24,
Air Conditioning, parts 1-4
and part 9..

P-13 Handbook, Chapters 2, 6,
8

)00 Penn 23424
May INS

"48
21.-4, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 10)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
!den No

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and Workroom Floor

Skill or Topic

Conveyor (Familiarization and Preventive Main-
tenance)

Basic Time

8 hours

When Should Training be Conducted?

Type of Appointment

Regular ( Annual Rate)

Desig. and Act. Code

16-7

Prior to being assigned to maintenance on conveyors. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered
Instructional Aids and

Notes to instructor

A. Types of conveyors
1. Bulk
2. Portable

B. Introduction to the system
1, General description
2. Conveyor numbering system
3. Safety considerations
4, Tour of the system (s)

C. Detailed description and operating principles
1.; Nomenclature
2. Drve unit
3. Motors and motor controls
4. Gear reduction units
5. Drive pulley
6. Conveyor belt
7. Belt supportsslider bed and rollers
8. Tensioning device

Facilities Handbooks MS-12,
and MS-26.

Introduce both types but con-
fine instruction primarily to
bulk conveyors pointing out
that information applies
equally well to portable con-
veyors.

P-13 Handbook, Chapter 2, 6,
8

D. Lubrication program Part 4,
MS-12

Facilities Handbook

E. Checklists and route sheets Part 5,
MS-12

Facilities Handbook

Fenn 2542-II
Noy 1968

T1.-6, 12-1-70

. 249



374.2 (p. 11) Craft Orientation and Skill Training: Maintenance

Training
!den. No

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
For (Position)

General Mechanic

Instructor to be (Position)

Where Should Training be Condi., led?

When Should Training be Conducted?

Skill or Topic

Conveyor (Familiarization and Preventive
Maintenance) Continued

Basic Time

Type of Appointment Dose. and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

F., Preparations for maintenance
1., Requirements regarding shutting down equipment

for maintenance
2. Safety considerations on and around system
3. Materials/ handtools needed

G. Cleaning and lubrication procedures

H. Cleanup and preparation of forms to turn in to tour
foreman

Placing system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position
3. Functional tests

Repoiling operational status of system

Employee's lock and key

Necessary handtools, rags, lub-
ricants, etc.

Keep constant lookout for lost
and damaged mail matter

POO Form 2S42-II
May 1964

250 TL-6, 1 2-1 -70
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Craft Orientation and Skill Training: Maintenance 374.2 (p. 12)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Iden. No.

For (Position)

General Mechanic

Skill or Topic

Elevator (Familiarization and Preventive Main-
tenance)

Basic Time

8 hours*

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)

Desig. and Act. Code

16-7

Where Should Training be Conducted?

Quiet Area and on Equipment

When Should

Prior to routine
be based on

Train.ng be Conducted?

assignment to assist in preventive maintenance of elevators. The need for skill training will
the judgment of the employee's supervisor.

Points To Be i.overed Instructional Aids and
Notes to Instructor

A. Introduction

B. Basic elevator components and their functions

C. General preventive maintenance
1. Purpose
2. Base elevator
3. Service classifications
4. Basic checklists
5. Sample checklists

D. Preventive maintenance checklist application

E. Safety

Four hours of classroom instruction (or supervised on-the-clock
study) followed by four hours OJT and close supervision assisting in
preventive maintenance.

Facilities Handbook MS-21,
Elevator Maintenance

P-13 Handbook, Chapters 2, 6,
8

POD form 2542-a
May 196$

N.-6, 1 2-.1 .-70
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374.2 (p. 13) Craft Orientation and Skill Training: Maintenance
..

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS-
Training
!den No.

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?
Classroom or Quiet Area and Work-
room Floor

When Should Training be Conducted?

Skill or Topic

Edger-Stacker Machine (Familiarization and
Preventive Maintenance)

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Dull. and Act. Code

16-7

Prior to assignment to work on edger-stackers. The need for skill training will be based on the judgment of the
employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction
1, Purpose
2. Operation, general
3.. Safety considerations

B. Machine description
1. Principle of operation
2. Detailed description
3.. Vibrator hopper
4. Inclined feeder conveyor
5, Stacker assembly

C. Interim checklists and route sheets

D. Preparations for maintenance
1, Notifications required when taking machine out of

service
2 Safety considerations on and around machine
3, Disconnect, off and lockout requirements
4.: Materials., tools needed

E. Cleaning and lubrication
1.. Program
2. Procedures

F. Cleanup

G. Completion of forms to be turned in to tour foreman

H. Removal of lockout and placing machine back in opera-
tion

16mm film on Edger-Stacker
operation and 35mm film-
strip illustrating the total
canceling system.

P-13 Handbook, Chapters 2, 6,
8

Keep continual lookout for lost
and damaged mail matter.

POD Form 2542-a
May 1961

Ai
er, r-

a /.....
9

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 14)

POST OFF10E DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
!den. No.

For (Position)

General Mechanic

Skill or Topic

Mark II Facer-Canceler (Familiarization and
Preventive Maintenance)

Basic Time

5 hours

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and on the Machine

Type of Appointment

Regular .(Annual Rate)

Dosig. and Act. Code

16-7

When Should Training be Conducted?

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction to the machine
1, General description
2. Controls
3. Operating instructions
4. Safety considerationsoperation and maintenance

B. Interim checklists and route sheets

C.. Preparation for maintenance
1: Requirements regarding shutting down for main-

tenance
2. Disconnecting from power source
3. Checklists, handtools, lubricants, rags, etc.
4. Special safety considerationsmachines with bi-

color recognition system modification

D. Cleaning and lubrication procedures

E. Cleanup and preparation of forms to be turned in to tour
foreman

F. Placing machine hack in operation
1, Restoring power
2. Setting of circuit breakers
3. Functional tests
4. Reporting operational status of machine

RID Form 2542-1
Moy 1968

TL-6, 12 -1 -70

Mark II 2" x 2" Operating &
Maintenance Slides. Hand-
book MS-14, Facer-Canceler

P-13 Handbook, Chapters 2, 6,
8

Students perform under close
supervision

253



374.2 (p. 15) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAtNING REQUIREMENTS

Training For (Position)
Idan. No.

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and on the Machine

When Should Training be Conducted?

Skill or Topic

Multi-Position Letter Sorting Machine (Famil-
iarization and Preventive Maintenance)

Basic Time

8 hours

Type of Appointment

Regular (Annual Rate)

Desig. and Act. Code

16-7

Prior to 1,, assigned to maintenance on letter sorting machine. The need for skill training will be based on
the judgm nt of the employee's supervisor.

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Introduction to machine
1. General description
2. Operating instructions
3. Safety considerations
4. Disconnecting electrical power source
5. Tour of machine

B. LSM checklists and route sheets

C. Console checklists and route sheets

D. Cleaning and lubrication program

E. Use of jog cords

F. Use of piggy-back motor

G. Procedures for cleaning code wheels of letter carts

H. Procedures for cleaning outer skin of machine

I. Preparations for maintenance
1. Requirements for shutting down equipment
2. Safety considerations including lockout
3. Materials handtools needed

J. Other cleaning and lubrication procedures

Engineering Handbook E-13,
Multi-Position Letter Sort-
ing Machine Models 120 and
121, Chapter 1; 2" x 2" LSM
Operation and Maintenance
Slides. Point out various
components.

P-13 Handbook, Chapters 2, 6,
8

LSM letter cart with code shaft
removed from cart.

Keep continual lookout for lost
and damaged mail matter.

Employee lock and key

Applicable checklists and route
sheets. Have students per-
form cleaning and lubricat-
ing procedures under close
supervision.

POD form 2542-a
May 1968

TL-6, 1 2-1 70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 16)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Wen. No.

For (Position)

General Mechanic

Instructor to be (Position)

Skill or Topic

Multi-Position Letter Sorting Machine (Famil-
iarization and Preventive Maintenance)Cont.

Basic Time

Where Should Training be Conducted?

When Should Training be Conducted?

Typo of Appointment Oasis. and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

K. Cleanup and preparation of forms for submission to tour
foreman

L. Returning machine to operating condition
1. Removal of lockouts
2. Restoration of power
3. Safety considerations

Exercise care when turning
CB-16 and CB-1 to ON posi-
tion, as full bin circuitry will
be thrown off balance.

POD Form 25424
May 19611

TL-6, 12-1-70
255



374.2 17) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
'den. No.

For (Position)

General Mechanic

Skill or Topic

Parcel Sorting Machine (Familiarization and
Preventive Maintenance)

Basic Time

8 hours

Instructor to be (Position)

Supervisor or Job Instructor
Where Should Training be Conducted?

Classroom and on the Machine

Type of Appointment

Regular (Annual Rate)

Ceti& and Act. Code

16-7

When Should Training be Conducted?

Prior to assignment to maintenance on the parcel sorter. The need for skill training will be based on the judg-
ment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to instructor

A. Introduction to the machine
1. Purpose of machine
2. General description
3. Safety considerations
4. Observation of machine

B. Traveling deflector
1, Motor and drive assembly
2. Conveying assembly
3 Deflector assembly
4. Safety lockout

C. Parcel sorter
1. Motor and drive assembly
2.. Conveying assembly
3.. Memory unit

D. Checklists and route sheets
E. Preparation for maintenance

1., Shutting down requirements
2 Lockout procedures
3, Checklists/lubrication & cleaning schedule
4. Necessary handtools, lubricants, rags, etc.

F. Cleaning and lubrications procedures

G. Cleanup and preparation of forms for submission to tour
foreman

H. Placing machine back in operation
1, Restoring power
2, Remove lockout
3.. Functional tests
4. Reporting operational status

Facilities Handbook MS-2,
Parcel Sorting Machine,
Over and Under Type or
similar publication for local
equipment.

P-13 Handbook, Chapters 2, 6,
8

Employee's lock and key

Keep continual lookout for lost
and damaged mail matter

Students perform under close
supervision. Emphasize safe-
ty.

POD Form 2542 -I
May 196$

.156
TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 18)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
'den. No.

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and on the Machine

When Should Training be Conducted?

Skill or Topic

Sack Sorter (Familiarization and Preventive
Maintenance)

Basic Time

8 hours

Type of Appointment

Regular (Annual Rate)

Desig. and Act. Coda

16-7

Prior to assignment to maintenance on sack sorters. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction
I. Purpose of machine
2. General description of machine
3. Safety considerations
4. Terminology
5. Familiarization tour or machine

B. Description and operating principles
I. Drive assemblies
2. Conveyor parts
3. Carriers
4. Memory system

C. Checklists and route sheets

D. Preparation for maintenance
I. Shutting down equipment
2. Checklists /lubrication & cleaning schedules
3, Necessary handtools, lubricants, rags, etc.

E. Lubrication and cleaning procedures

F. Cleanup ark: preparation of forms for submission to tour
fora' n

G., Placi-g machine back in operation
I, Restoring power
2. Removal of lockm,
3. Functional tests
4. Reporting operational status
5. Review of safety considerations

Facilities Handbook MS-23,
Monorail Sack Sorters, part I
or similar publication for lo-
cal equipment

P-13 Handbook, Chapters 2, 6,
8

Demonstrate lockout proce-
dures. Keep continual look-
out for lost and damaged
mail matter.

Have students perform under
close supervision. Emphasize
safety..

POD Form 2542-11
May 196$

TL-6, 1 2-1 70
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374.2 (p. 19) Craft Orientation and Skill Training: Maintenance

Training
!den. No.

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

For (Position)

General Mechanic

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and Workroom Floor

When Should Training be Conducted?

Skill or Topic

Tray Transport System (Familiarization and
Preventive Maintenance)

Type of Appointment

Regular (Annual Rate)

Prior to being assigned to maintenance on the tray
on the judgment of the employee's supervisor.

Basic Time

S hours

Desig. and Act. Cods

16-7

transport system. The need fc-: skill training will be based

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. General description of the equipment

B. Principles of operation
1. Drive assemblies
2. Drive pulley
3. Drive unit
4. Deactivation of electrical supply to drive unit
5. Take-up pulleys--types and locations

C. Safety considerations
1. Emergency stop buttons
2. Disconnect switches
3. Interlock (electrical) conveyor system

D. Checklists and route sheets

E. Preparations for maintenance
1. Requirements regarding shutting down equipment

for maintenance
2. Safety considerations on and around system
3. Materials needed

F. Cleaning and lubrication
1. Program
2. Procedures

G. Cleanup and preparation of forms to be turned into tour
foreman

H. Placing conveyor system back in operation
Removal of lockouts

2. Checking disconnects for ON position

Facilities Handbook MS-20,
Tray Transport Conveyors,

Identify and point out during
complete tour system.

P-13 Handbook, Chapters 2, 6,
8

Keep continual lookout for lost
and damaged mail matter.

Necessary handtools, rags, lub-
ricants, etc. Students per-
form under close supervi-
sion. Emphasize safety.

POD Form 2542-II
May 1968

4r1 trQ
gra IC,

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 374.2 (p. 20)

POST of DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS---
Training
I don No.

; For (Position)

1 General Mect,anc
I

Skill or Topic

Assembly and Maintenance of Scales

Basic TIT*

4 hours

%imaor to be (Position)

Supervisor or Job Instructor

Whore Should Training be Conducted?

Shop or tiJiet Area

When Should Training be Conducted?

Typo of Appointment

Regular (Annual Rate)
Dos ig. and Act. Code

16-7

Prior to indepedent assignment to maintenance of scales. The need for skill training will be based on the judg-ment of the employer's supenisor.

Points To Se Covered

A. Nomenclature and description of representative equip-
ment

B. Installation

C. Operation & Testiog

D. Preventive maintenance

E. Repair maintenance

F: Records and 1 eports
1. Preventive maintenance
2, Repair maintenance

Instructional Aids and
Notts to Instructor

Facilities Handbook MS-13,
Imperial Scale Model 570, or
Handbook for other repre-
sentative equipment.

Have student perform under
close supervision.

Required records/reports. Have
student make entries under
close supervision.

POD RIM 2542-s
Muv 196111

TL-6, 12 -1 -70
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Craft Orientation and Skill Training: Maintenance

374.3 Individual Training Record

374.3

u s POsTL SERVICE

INDIVIDUAL TRAINING RECORD
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Craft Orientation and Skill Training: Maintenance

0 375 Maintenance Mechanic (MPE)
375.1 Maintenance Craft Orientation Requirement

375.1 (p.

Training
lden. No

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

For (Position) Skill or Topic

Maintenance Mechanic
(MPE)

Instructor to be (Position) Typo nt Appointment

Introduction to Maintenance Services

Supervisor or Similar Designee
Where Should Training be Conducted?

Classroom and Work Areas
When Should Training be Conducted?

Before assignment to job performance

Regular (Annual Rate)

Basic Una

2 hours

Dm& and Act. Coda

16-7

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Purpose of maintenance services"To facilitate move-
ment of the mails."

B. Organization of local post office

C. Local maintenance organization and responsibilities
1, Maintenance, mail processing equipment
2. Other postal equipment
3. Building servicescleaning, security guards, ele-

vator operators and telephone operators, as ap-
plicable

4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:,

1., Office of director of plant maintenance or postal
plant engineer

2., Maintenance office
3.. Stockrooms
4. Maintenance control office
5. Medical unit
6. Locker rooms, swing rooms, lavatories, snack

bars, cafeteria, etc,
7, Time clocks 'badge readers, including proper use
8. Elevators, including destinations
9., Supervisors' offices /stations

10. Engine room
11. Others as appropriate to meet local conditions

Introduce, show and discuss
film Mainstay of the Mails

Organization chart on chalk-
board, flip chart or trarc.par-
ency.

Organization chart on chalk-
board, flip chart or transpar-
ency..

Explain chain-of-command re-
sponsibilities.

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and emphasize safe-
ty at every opportunity.,

POD Form 2542-A
May MS
TI.-6, 12-1-70



375.1 (p. 2) Craft Orientation and Skill Training: Maintenance

_ - -- -
Training For (Position)
him. No

i Maintenance Mechanic
(MPE)

instructor to be (Position(

Supervisor or Similar Designee

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

POST OFFICE OEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Skill or Topic

Responsibilities and Duties of Postion

Basic Time

1 hour

Type of APPointrrient ()nig and Act. Code

Regular (Annual Rate) 16-7

Before assignment to job performance

Points To Be Comm*

A. Employee supervisor relationship

B. Necessity for following instructions

C, Relationship with other craft supervisors

D. Communications between employee and supervisors
h Intercommunications system
2. Telephone
3. Two-way radio system
4., Personal communicatifm,;
5. Bulletin boards
6. Others as appropriate to meet local situations

E. Schedule assignment
I. Hours of duty
2. Days off
3. Procedure to follow %%heti unable to remit for duty

F. Job description

G. Training opportunities
I, On-the-job
2., Off-the-job
3, Employee responsibilities

Instructional Aids and
Notes to Instructor

Copy of standard job deserip-
i tion. Provide copies as h6nd-

outs for each employee. Use
as outline for explanation
and discussion.

POO Fon. 7542-A
Me 1111

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.1 (p. 3)

Training
Men. No.

POST OFFICE DEMATMENT
CRAFT ORIENTATION REQUIREMENTS

i For (Position)

i Maintenance Mechanic
(MPE)

Instructor to be (Position)

Skill or Topic

Responsibilities and Duties of PositionCont.

Basic Time

Whore Should Training be Conducted?

Typo of Appointment Dos% and Act. Code

When Should Training be Conducted?

Points To Be Cowed Instructional Aids and
Notes to Instructor

H. Promotion opportunities

Wearing of identification badges (in accordance with
local regulations)

J. Use of property pass

K. Work area conduct and habitsgood housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness ;iid appearance; relationship with other em-
plov;:es: horseplay; and safety.

41111 POD Penn 2342-A
May INS

Tt-6, 12-1-70

Demonstrate proper wearing.
Acquaint employee with pro-
cedure to follow in case of
loss.

Sample GSA Form 7

;$:63



375.1 (p. Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Idea. No.

For (Position)

.Maintenance Mt :hanic
(MPE)

Skill or Topic

Safety

Basic Time

2 hours

Instructor to be (Position) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Whore Should Training be Conducted?

Classroom and Workroom Floor

Desig. and Act. Code

16-7

When Should Trammg be Conducted?

Before assignment to job performance

Points To Na Covered
Instructional Aids and

Notes to Instructor

A. Introduction to safety

B. Do's of safety

C. Safety in the use of ladders

D. On-the-job and off-the-job safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift Safely

F, Electrical safety
I. On-off switches
2. Lockout switches
3. Lockout disconnects
4. Tagging of lockouts
5. Personal, individual locks
6. Restoring system to operating condition after lack-

out.

G, Fire prevention

The safety officer should advise and counsel the instructor to the
extent necessary:

R10 tvirri 2542 -A
Mee 1541

Personnel Handbook Series P-
16, part 4 and pages 23 and
44. P---13 Handbook, Chap-
ters 2, 6, 8

Introduce, show and discuss
film "Lift Safely." Use lift-
ing demonstration model (see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

Show and demonstrate use of
safety switches, lockout de-
vices tags signs, etc., likely
to be encountered.

C 4
AwILPir

T1-6, 12I--TO



Craft Orientation and Skill Training: Maintenance 375.1 (p.

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training For (Position)
!den. No.

Maintenance Mechanic
(MWE)

Skill or Topic

SafetyContinued

Basic Time

Instructor to be (Position) Type of Appointment

Where Should Training be Conducted?

When Should Training be Conducted?

Gait and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

H. Fires and fire extinguishers
1. Class A fireswood, paper, trash
2. Class B firesflammable liquids (oil, paint, grease,

gas, etc.)
3. Class C fireselectrical

L Local fire and emergency procedures

J. Reporting of hazardous conditions

Show and demonstrate use of
fire extinguishers/extinguish-
ing agentschemical, soda
acid, CO water (can and
hose).

Pass out copies of and discuss
local fire and emergency pro-
cedures.

Form 1767, Report of Hazard,
Unsafe Condition or Practice

P00 Perm 2542-A
May 1taS

21,-g, 12-1-70 p 12.
A. U14



375.1 (p. 61 Craft Orientation and Skill Training: Maintenance

..,

I0
i

.

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training 1

Iden. No.
For (Position)

Maintenance Mechanic
(MPE)

Skill or Topic

introduction to Maintenance Management
Basic Time

2 hours

Instructor to be (Position)

Maintenance Control Supervisor or
Similar Designee

Type of Appointment
Regular (Annual Rate)

Desig. and Act. Coda

16-7

Where Should Training be Conducted?

Classroom and Maintenance Control

When Should Training be Conducted?

Before assignment to job performance

Points To Be Covered
Instructional Aids and
Notes to Instructor

A. Maintenance management program
1: Preventive maintenance
2. Repair maintenance

B. Mechanic's responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.,

C.- Work codes, standards and performance frequencies

D. Form 4777, Check List (General)

E. Form 4776 series, Route Sh et (( ;eneral)
1, Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-

propriate)

F. Form 4940, Request for Maintenance Work Order
1. Purpose
2, Discussion of sample
3. Preparation of form

Facilities Handbook MS-10
Explain clearly the concepts of

preventive maintenance and
repair maintenance

Form 4851. Demonstrate its
proper use and have em-
ployee complete one under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776

Pass out copies of Form 4940
and have employee prepare
under close supervision

POO form 2342-A
May 14M "66 11-6, 12-1-70

Oke

.



Craft Orientation and Skill Training: Maintenance 375.1 (p. 7)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training
!den No.

For (Position)

Maintenance Mechanic
(MPE)

Skill or Topic

Introduction to Maintenance ManagementCont.

Basic Time

Instructor to be (Position)

Where Should Training be Conducted?

Type of Appointment Dais. and Act. Cod*

When Should Training be Conducted?

Points To Be Covered Instructional Aids and
Notes to Instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee's maintenance number

If, Form 4774, Breakdown Investigation Report
1, Purpose
2. Discussion of sample
3. Preparation of form

, Guided tour of maintenance control office

13 b Penn 2542-A
May 196$
T1-6, 12-1-70

Sample copy of Form 4941

Sample copy of Form 4774

Have maintenance control rep-
resentative explain various
aspects of system, flow of pa-
per, and use of maintenance
data gathered. Emphasize
necessity of accuracy in data.

10 I



375.2 (p. 11 Craft Orientation and Skill Training: Maintenance

375.2 Maintenance Craft Skills Training Requirements

Training For (Position)
!den. No.

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Maintenance Mechanic
(MPE)

Use and Care of Handtools

Basic Time

2 hours
30 minutes

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area in Shop

Type of Appointment

Regular (Annual Rate)
Desig. and Act. Code

16-7

When Should Training be Conducted?

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on the
judgment of the ernploee's supervisor,

Points To Be Covered Instructional Aids and
Notes to Instructor

A. General familiarization

B. Selection of right handtool for the job
1, Shape considerations
2. Size considerations
3. Speed considerations
4. Safety considerations

C. Proper use of handtools
1. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment being worked on
4. Safety considerations

D. Care of common handtools
1. Cleaning
2. Minor repairremoval of nicks and burrs, replace-

ment of handles, etc.
3 Custody, checkout 'check-in replacement proce-

dures

E. Hand drills, hacksaws, and soldering irons
1, Selection, nomenclature, familiarization
2. Use
3. Care

Personnel Handbook P-16, Ap-
pendix A.

Part I, Handbook P-16

P-13 Handbook, Chapters 2, 6,
8

Handbook CD-I, Mechanical
Fundamentals, part III.
Demonstrate proper use of
common handtools. Point out
results of wrong use damage
to the handtool and the ma-
chine equipment part.

Form 4787, Broken-Worn Tool
Report

Demonstrate and supervise
proper use of representative
items.

POD Perm 2542-8
May 1965

I
It-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 2)

POW OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
!den. No.

Maintenance Mechanic
(MPE)

instructor to be (Position)

Supervisor or Job Instructor
Where Should Training be Conducted?

Quiet Area and Workroom Floor

When Should Training be Conducted?

Skill or Topic

Introduction to Mecham 3rns and
Mechanical Equipment

Basic Time

3 hours

Type of Appointment

Regular (Annual Rate)

Desig. and Act. Code

16-7

Prior to assignment to equipment maintenance and before training on lubrication. The need for skill training
will he based on the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction to mechanisms

B. Purpose of mechanical equipment

C. Safety considerations

D. Terminology

41111

E. Observation of representative mechanisms and mechani-
cal equipment in use

POD Fenn 2SO-I
May 1%11

TL-6, 12-1-70

Parts I & II, appendix I, Per-
sonnel Hdbk. Series P-15,
Instructor's Guide for Train-
ing Mechanics. Manufacturer
publications such as Bulletin
59126, The Installation, Op-
eration and Maintenance of
Chain Drives, published by
CHAIN Belt Co. Obtain
through local representa-
tives.

Handbook Series CD-1, Me-
chanical Fundamentals, part
I and II.

Show trainees representative
mechanisms and equipment
in use

P-13 Handbook, Chapters 2, 6,
8

°A.:69



375.2 (p. 3) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
!den. No.

For (Position)

Maintenance Mechanic
(APE)

Skill or Topic

Lubrication

Basic Time

2 hours

Instructor to be (Position)

Supervisor or Job Instructor

Type of Appointment

Regular (Annual Rate)

°nig. and Act. Code

16-7

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em-
ployee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A., Functions

B. Types of lubricants and tools

C. Importance of using proper lubricant

D. Sealing

E. Preparation for lubrication
1. Cleaning
2. Rust removal

F. Methods of lubrication

G. Over lubrication
1. Harmful effects
2.. Safety considerations

14, Representative lubrication programs (with emphasis on
safety)

Part VII, Personnel Handbook,
Series P-15

Facilities Handbooks MS-12,
MS-20, or similar handbooks
providing outlines for lubri-
cation programs on local
equipments.

P-13 Handbook, Chapters 2, 6,
8

POD Form 25424
May 196$

"70
TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 4)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
lden. No.

For (Position)

Maintenance Mechanic
(AWE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Removal, Installation and Adjustment of
Equipment

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Desig. and Act. Code

16-7

Prior to assignment to duties involving removal, installation and adjustment of equipment. The need for skill
training will be based on the judgment of the employee's supervisor.

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Removal of gearing

B. Removal and attaching V-belts

C. Removal and attaching chains

D. Removing and installing pulleys and sprockets

E. Checking alignment

F. Checking belt stretch

C. Checking chain slack

H. Replacing covers

I. Calculating speed of gears

J. Calculating:,
1. Speed of V-belts
2. Chain drives

K., Safety considerations

Personnel HB P-15, part HI.

P-13 Handbook, Chapters 2, 6,
8

POD Form 2542-II
May 19611

TL-6, 12 -1 -70



375.2 (p. 5) Craft Orientation and Skill Training: Maintenance

Training
!den No.

For (Position)

Maintenance M"chanic

Instrictor to be (Position)

Supervisor or Job Instructor

Where Should Training be Cooducted?

Classroom or Quiet Area

When Should Train ng be Conducted?

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Fundamentals of Blueprint Reading and
Mechanical Drawings

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Desig. and Act. Code

16-7

Penr to assignments (including technical training) involving blueprints, drawings or sketches. The need forskill training will be based on the judgment of the employee's supervisor.,

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Types of drawings
1: Plan views
2. Assembly drawings
3. Detailed drawings

B. Dimensioning of drawings
I. Line dimensions
2. Circular dimensions
3. Tolerances
4. Scales
5 Visible and invisible lines
6. Center lines
7.; Line width
8.. Hatch marks
9. Thread designations

C. Block diagrams

D. Sketches

Handbook CD-1, Mechanical
Fundamentals, part IV, and/
or Part 8, Personnel Hand-
book P-16.

POD Form 23424
May 143{

272
TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p.

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
hien No

Maintenance \lechanic
(MPE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Hann Ing the Job

Type of Appointment

Regular (Annual Rate)

Basic Time

2 hours

Dosig. and Act. Code

16-7

Prior to independent assignment to job performance. The need for skill training will be based on the judgment
of the emplo ye's supervisor.

Points To Be Covered

A. Importance of planning

B. Devising a course of action

C. Procedure for planningquestions to be answered
1, Where is the job?
2, What is the job?
3. What could go wrong?
4. What tools will be needed?
5. What parts may be needed?
6. Will an assistant be needed?

D. Course of action
1. Planthink or write.
2. Take actionget tools, parts, etc, and do job
3. Think backdid I have everything?
4. Rememberfor next time,

E. Show application by relating to representative job (s)

Instructional Aids and
Notes to Instructor

Personnel Handbook P-16,
part 10 and appendix E

Have students work out plan
for a typical assignment.

POD Form 2342-4
May 19611

T1.-6, 12-1-70 0"7.3



37.,.2 (p. Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training ; For (Position) Skill or Topic
Idea. No. '

Maintenance Mechanic

I

(MPE)
.

I- nstructor to be (Position) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Electrical Parts and Circuits

W- here Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Baste Time

8 hours

Desig. and Act. Code

16-7

Prior to assignment involving maintenance of electrical equipment. The need for skill training will be basedon the judgment of the emplo)ee's supervisor.

Points To Be Covered

A. Switches

B. Circuit breakers

C. Fuses

D. Lamps

E. Relays

F. Photocells

G. Motors

H. Motor brakes

I. Solenoids

J. Generators

K. Rectifiers

L. Wiring diagrams and electrical drawings

Instructional Aids and
Notes to Instructor

Handbook Series CD-2, Elec-
trical Fundamentals, part H,
and or similar basic refer-
ences.

Representative components.

POD Form 25424
May 196$

A.74 TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 8.

Training 1 For (Position)
!den No

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Skill or Topic

Electronic Parts and Circuits

Type of Appointment

Regular (Annual Rate)

Baste Time

8 hours

Desig and Act. Code

16-7

Prior to assignment imolving maintenance of electronic equipment. The need for skill training will be based on
the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Batteries

B. Transistors

C. Resistorssymbols, color coding and tolerances

D. Capacitors

E. Voltage and current

F. Circuits

G. Coils and transformers

H. Tubes, tube pins and sockets

I. Heaters (filaments)

J. Connections and nodes

K. Insulators

L. Ohmmeters, voltmeters, etc.

M.. Units of electrical, electronic measurement

N. Reading schematic diagrams

0. Resistance values and computing resistances

Handbook Series CD-2, Elec-
trical Fundamentals, part I,
and/or similar basic refer-
ences.

Representative components

POD Form 25434
May 1966

TL-6, 12 -.1 -70

&75



375.2 (p. 9) Craft Orientation and Skill Training: Maintenance

POST OFFICE WARMEST
CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Bulk Conveyor Maintenance

Training : For (Position)
hien Na.

M aintena nee Mechanic
(MPE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?
Classroom, Workshop and
Workroom Floor

When Should Training be Conducted?

Type of Appoinbnant

Regular 1 Annual Rate)

Basic Time

40 hours'

Dellif. and Act. Coda

16-7

Prior to assignment to independent maintenance of bulk conveyors. The need for skill training will be based on
the judgment of the employee's supervisor.

Points To Bs Covered Instructional Aids and
Motes to Instructor

A. Introduction to systempurpose, terminology and gen-
eral description

B. Safety considerationslockout procedures, precautions,
etc.

C. Tour of system (s)

D. Detailed description and operating principles
1. Drive unit
2. Motors
3. Power transmission equipment
4. Drive pulley
5. Conveyor belting
6. Belt supports
7.- Tensioning devices
8. Controls

E. Maintenance tools

F., Belt conveyor engineering

'The Headquarters approved course (broadly outlined here) should
be followed regardless of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

forTo-g-71-en2.14
May lee.

Facilities Handbook for Bulk
Conveyors, MS-12, and In-
stallers Manual.

Emphasize safety at appropri-
ate points throughout in-
struction.

Point out locations of emer-
gency stops, controls and cir-
cuit breakers; review con-
veyor numbering/lettering
system.

Emphasize proper use and ter-
minology throughout. Section
4.8, MS-12.

Part 3, MS-12.

11(10
TL4, 1 2-1 -70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 101

Training For (Position)
Won. No.

Maintenance Mechanic
(MPE)

Instructor totnio (Position)

POST OFFICE CEPASINENT
CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Whore Should Training be Conducted?

WhatiStrould Training be Conckicted?

Hulk Conveyor MaintenanceContinued

Type of Appointment

Sonic Time

Oasis. and Act Code

Points To Se Covered Instructional Aids and
Notes to Instructor

G. General preventive maintenance
1. Bearings
2. Motors and Drive components
3. Pulleys
4. Conveyor belts
5. Tensioning devices
6. Control components
7, Structural parts of conveyor
8. Lubrication program

H. Routine preventive maintenance route sheets and check- Pass out sample route sheets
lists and checklists

I. Common repairs, replacements and adjustments

J. Power turns

laingbra-6
May INS

n-6, 12-1-70

fry loirvi
Pr



375.2 (p. 111 Craft Orientation and Skill ti raining: Maintenance

POST OFFICE err
CRAFT SKILL TRAINING REQUIREMENTS

Training for (Position) Slid) or Topic Basic Time
)din No.

' Nlaintiani- M.ei.anie St a(ker Machine Maintenance 4 hours
(MPE)

I- nstructor to be (Position)

Supervisor or Joh Instructor

W- here Should Training be Conducted?
Classroom, Workshop and
Workroom Floor

When Should Training be Conducted?

Type of Appointment

Regular I Annual Rate)
Msg. and Act. Code

16-7

Prior to assignment to independent maintenance of edger-stacker machines. The need for skill training will be
based on the judgment of the employee's supervisor.

Points To Be Covered

A. Introduction to machinepurpose, terminology, general
description and safety considerations

B. Description and operating principles of machine compo-
nents

C. Description and operating principles of electrical system
components

D. Air system

E. Hopper-feeder control system

F. Controller box hopper feeder

C. Operation of machine

H. Preventive maintenance

I. Checklists and route sheets

d., Troubleshooting and repair

Instructional Aids and
Notes to Instructor

P-13 Handbook, Chapters 2, 6,
8

16mm film on Edger-Stacker
operation

35mm filmstrip illustrating the
total canceling system

POD hum 2342-11
May INS

"78
12 -t -70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 12)

Training
(Min. No.

For (Position)

I Maintenance Mechanic
(MPE)

MST OFFICE MIPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Mark II Facer-Canceler Maintenance

Instructor to No (Position) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Where Should Training be Conducted!
Classroom, Workshop and
Workroom Floor
When Should Training be Conducted?

Oasis Time

80 hours

Oasis. and Act. Cede

16-7

Prior to assignment to independent maintenance of Facer-Cancelers. The need for skill training will be based
on the judgment of the employee's supervisor.

Points To So Covered Instructional Aids and
Notes to Instructor

A. Introductionpurpose, terminology and general descrip-
tion

B. Safety on and around the machine

C. Controls and operationmachines A & B

D. Service and maintenance of mechanical components
1. Main drive
2. Feeder unit
3. Separation unit
4. Rollers
5. Feed belts
6. Impression rollers
7. Transport belt system
8. Inverter brushes and guides
9. Clutches and main gear drives

10. Feeder main gear drive
11. Stackers and stacker components
12. Inking system and components
13. Gate assembly

E. Power supply and motor control units
1. Stop line circuit
2. AC power circuit
3. DC power circuit

F. Electronic circuits

The Headquarters approved course (broadly outlined here) should
he followed regardless of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

35mm filmstrip illustrating the
total canceling system

P-13 Handbook, Chapters 2, 6,
8

Facilities Handbook MS-14.

Emphasize electrical safety.

100 Fenn 35414
Mee 1064

TL-6, 12-1-70
'



375.2 (p. 13) Craft Orientation and Skill Training: Maintenance

Training For (Position)
Men. No

POST OIFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Where Should Training be Conducted?

When Should Training be Conducted?

Skill or Topic

Mark II Facer-Canceler MaintenanceCont.

Type of Appointment

Basic Time

Desks. and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

G. Block diagrams

H. Electronic adjustments

I. Troubleshooting
1. Mechanical
2. Electrical
3. Electronic

J. Lubrication program

K. Parts catalog and criteria

loo Amyl 2104
May INS

Show application in circuit
tracing and troubleshooting.

280

MIL

11.-4, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 14)

Training For (Position)
Iden No.

i Maintenance Mechanic
(MPE)

Instructor to be (Position)

FOST OFFICE DEININTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Letter Sorter Machine Maintenance

I Type of Appointment

Supervisor or Job Instructor Regular (.Annual Rate)

Where Should Training be Conducted?

Classroom and on Machine

When Should Training be Conducted?

Basic Time

120 hours*

Des*. and Act. Code

16-7

Prior to assignment to independent maintenance of LSM. The need for skill training will be based on the judg-
ment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Familiarization
1. Introduction
2. Tour of machine
3. Start stop procedures
4. Physical configuration
5. Responding to supervisory lamps

B. Motor control circuits
I. Reading circuit diagrams
2. Troubleshooting

C. Cart conveyor system

D. LSM maintenance safety

E. Main drive unit, assembly

F. Main conveyor components

G. Console
I. Electrical circuits
2. Feeder assembly
3. Vacuum motor
4. Feeder table disassembly and reassembly

The Headquarters approved course (broadly outlined here) should
be followed regardless of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

Show movie LSM OPERA-
TION

Utilize all instructional aids
listed in National Mainte-
nance Training Course

P -13 Handbook, Chapters 2, 6,
8

MOD Form 2342-411
May 1541

TL-6, 12-1-70 ;.



375.2 (p. 15) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position)
Iden No

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Where Should Training be Conducted?

Whim Should Training be Conducted?

Skill or Topic

Letter Sorter Machine MaintenanceContinued

Type of Appointment

Basic Time

Oesig. and Act. Code

Points To Be Covered Instructional Aids and
Notes to Instructor

G. ConsoleContinued
5. Keyboard assembly
6., Troubleshooting console circuits
7. Mechanical power train
8. Power take-off assembly
9. Clutch adjustment and shear pin replacement

10. Vacuum pick-off unit

H. Encoder
1., Operation
2. Drive and synchronization
3. Encoder to cart synchronization
4.. Repairs
5. Parts replacement
6. Removal and installation

I. Inserter dropper
1., Detailed description
2. Tube disassembly
3. ABC chain
4. Synchronization procedures

J. Troubleshooting encoder and console

K. Decoder operation, adjustment and synchronization

L. Cart repairs

POD km 25424
May VMS

28Z
12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 16)

Training
Wen No.

For (Position)

Maintenance Mechanic
(MPE)

Instructor to be (Position)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Where Should Training be Conducted?

When Should Training be Conducted?

LSM MaintenanceContinued

Type of Appointment

Basic Time

Oasis. and Act. Code

Points To Be Covered

M. Code bar
L Installation
2. Track alignment
3. Setting

Instructional Aids and
Notes to Instructor

N. Stray letter beltdetailed description

0. Brush and cart door closer adjustment

P. Safety features
1. Circuitsdescription and block diagrams
2. Devicesadjustments and maintenance
3. Troubleshooting safety circuits

Q. Full bin warning system
1, Components
2, Circuits

R. Removal and installation of door trip assembly

S. Preventive maintenance procedures

T. DETEX circuitsdescription and operation

U. Troubleshooting
1, Guide
2. Procedures

POD hum 2342 -s
May I NS

TI 6, 12-4-70

S3.



375.2 (p. 17) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
I den. No.

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Supervisor or Job Instructor
Where Should Training be Conducted?

Classroom, Shop and Workroom
Floor

When Should Training be Conducted?

Skill or Topic

Parcel Sorting Machine Maintenance

Type of Appointment

Regular (Annual Rate)

Basic Time

4(1 hours*

Desig. and Act. Cod.

16-7

Prior to assignment to independent maintenance of parcel sorting machines. The need for skill training will be
based on the judgment of the employee's supervisor.

Points To Be Covered Inr.wctional Aids and
Notes to Instructor

A. Introduction to machinepurpose, terminology and gen-
eral description
1. Belt conveyor feeding equipment
2. Traveling deflector
3. Conveying assembly
4. Memory unit

B. Safety on and around machine

C. Traveling deflector description and operating principles
1. Motor and drive assembly
2. Conveying assembly
3. Deflector assembly

D. Parcel sorter description and operating principles
1. Motor and drive assembly
2. Conveying assembly
3. Memory unit

E. Preventive maintenance
1. Purpose
2. Checklists
3. Cleaning and lubrication
4. Routine preventive maintenance

F. Repair maintenance
1. Troubleshooting
2. Common repairs, replacements and adjustments

G. Replacement parts lists

*The Headquarters approved course (broadly outlined here) should
be followed regardless of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

Facilities Handbook MS-2,
Parcel Sorting Machine Over
and Under Type, or similar
publication for local equip-
ment.

Emphasize safety considera-
tions at appropriate points
throughout instruction/
training.

P-13 Handbook, Chapters 2, 6,
8

POO Fenn 2542-5
May INS

TL-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 18)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Men No.

For (Position)

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom, Shop and Workroom
Floor
When Should Training be Conducted?

Skill or Topic

Sack Sorter Maintenance

Basic Time

40 hours*

Type of Appointment

Regular (Annual Rate)
Desig. and Act. Code

16-7

Prior to assignment to independent maintenance of sack sorters. The need for skill training will be based on
the judgment of the employee's supervisor.,

Points To Be Covered

A. Introductionpurpose, terminology and general descrip-
tion

B. Safety considerationlockout procedures, precautions,
etc.

C. Familiarization tour of sorter system

D., Detailed description and operating principles
1.; Drive assemblies
2. Conveying parts
3. Carriers
4. Memory system

E. Preventive maintenance
1. Cleaning
2. Lubrication program
3. Tools
4. Checklists

F.; Repair maintenance
1.; Performance standards
2. Time standards
3. Troubleshooting
4. Common repairs, replacements and adjustments

*The Headquarters approved course (broadly outlined here) should
be folkmed regardless of %hether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

Instructional Aids and
Notes to Instructor

Facilties Handbook MS-23,
Monorail Sack Sorters, or
similar publication for local
equipment

Point out controls, circuit
breakers, emergency stop
buttons, and other safety
features.

P-13 Handbook, Chapters 2, 6,
8

POD form 25424
May 1168

TL-11, 1 2-1 70



375.2 (p. 19) Craft Orientation and Skill Training: Maintenance

Training For (Position)
!den No.

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Maintenance Mechanic
(NIPE)

Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Classroom and Workroom Floor

When Should Training be Conducted?

'fray Transport System Maintenance

Type of Appointment

Regular (Annual Rate)

Basic Time

24 hours

Demi. and &A. Code

16-7

Prior to assignment to independent maintenance of tray transport system. The need for skill training will be
based on the Judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introductionpurpose, terminology and general descrip-
tion

B. Safety considerationslockout procedures, precautions,
etc.

C. Familiarization tour of system

D. Description and operating principles
1. Drive assemblies, motors
2. Power transmission equipment
3. Drive pulleys
4. Takeup pulleys/devices
5. Conveying sections
6. Traffic control systems

E. Maintenance tools

F. General preventive maintenance
1 Drive components
2. Conveyor belting
3, Bearings
4. Control components
5. Structural parts of transport system
6; Lubrication program

G. Routine preventive maintenance route sheets and check-
lists

Facilities Handbook for Tray
Transport System, MS-20,
and Installers Manual

Point out emergency stop but-
tons, controls, circuit break-
ers and other safety consid-
erations; review numbering
system.

P-13 Handbook, Chapters 2, 6,
8

Emphasize proper use and ter-
minology throughout.

Use handouts on local system.

POD Form 2542-a
May 196$

286 TL-6, 1 2-1 70



Craft Orientation and Skill Training: Maintenance 375.2 (p. 20)

Training i For (Position)
Iden No

Maintenance Mechanic
(MPE)

Instructor to be (Position)

Where Should Tra.ning be Conducted?

When Should Tramns, be Conducted?

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Tray Transport System Maintenat ce--Cont.

Type of Appointment

Points To Be Covered

H, Troubleshooting guides

I. Common repairs, replacements and adjustments

Basic Time

Des's. and Act. Code

Instructional Aids and
Notes to Instructor

Demonstrate lacing and have
trainees perform under close
supervision as appropriate.

MD Form 2542-6
May 1966

11-6, 1 2-1 70



375.2 21) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Iden. No.

For (Position)

Maintenance Mechanic
(MPE)

_ ___
be (Position)

or Job Instructor

Type

Regular

Skill or Topic

Portable Conveyor Maintenance

Basic Time

8 hours

Instructor to

Supervisor

of Appointment

(Annual Rate)

Desig. and Act. Code

16-7

When Should Training be Conducted?

Classroom and Workroom Floor
-- -

When Should Training be Conducted?

Prier to assignment to independent maintenance of portable conve "ors. The need for skill training will he based
cm the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introductionpurpose, terminology, general description
and safety considerations

B. Construction and operating principles
1. Drives
2. Drive arrangement
3. Motors and controls
4. Reducers
5. Power transmission equipment
6. Pulleys
7. Conveyor belting
8. Belt supports
9. Takeup devices

C. Preventive maintenance
1. Concept
2. Checklists and route sheets
3. Lubrication program
4. Procedures

D. Common repairs, replacements and adjustments

Facilities Handbook MS-26,
POD Portable Conveyors

Manufacturer's Manual/Hand-
book for particular local
equipment.

P-13 Handbook, Chapters 2, 6,
8

POD Fenn 2542-e
Maly IMO

Al TL-6, 1 2-1 70



375.3 Craft Orientation and Skill Training: Maintenance

375.3 Individual Training Record

DATE ENTERED ON OUTS NAM[ OF LMPLOTEE
S POSTAL SE IV.CE

INDIVIDUAL TRAINING RECORD DESIGNATION CTivi COOE SOCIAL SECVPiTs NO

SKILL OR TOPIC

1 A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN

,;NECK
TNG

NEEDS

REQUIRED
INSTRUCTION GIVEN'

4NSTPL.0 TOR S
ALT.0

DATE

TNG
T.ME
VSE0

POSITION

Maintenance einchanic. MPE

ADDITIONAL
TRAINING PROVIDED

SUPERVISOR'S
INST RUC TON S TNG SIGMA PURE AND REMARKS
INIIIALS ANO TIME DATE

OATS L,E0

B. CRAFT ORIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN

C CRAFT SKILLS

USE A.L. CARE OF HAND TOOLS

IN TROT -IC T'ON MECHANISMS

I u, ON ',ON

REMO. /It_ NSTLLL..ON AND
OJUSTMEN T OF EOJIPMENT

S FUNDAMENT LS OF 9...UEPR.NT
READ NG AND MECHANICAL
OR RNG

PLANN.NG THE JOB

7. ELECTRONIC PARTS AND IIIIIICt2 TS

PARTS AND CIRCUITS

9 LSM MAINTENANCE

IG BULB COhvE VOR MAINTENANCE

PARCEL SORTING mAC-.NE
MAINTENANCE

L'IGEP ST ACKER MACHINE
MA.NTENANC I

1. MART II FCE -CNSILLER
MIN TEN ANCL

-t

THAI TRANSPORT SYSTEM
M/IINT,Nrt,

TA PON T-1.., CON JE VOR
MAIN NANC E.

I.% SAO". SORTS Ft MAINTENANCE

Whon npph tOde. ingtrte Tor shah note under "RFMARKS" that additional tramina in thi, skill Is needed.

PS Form
,e. 2548.6

12 -1-70 Z89



376.1 1) Craft Orientation and Skill Training: Maintenance

376 Garageman
376.1 Maintenance Craft Orientation Requirements

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position) Skill or Topic
Idea. No.

Garageman

Instructor to he (Position) Typo of Agoonitmect
Superintendent or Designated Regular (Annual Rate)
Supervisor Career Substitute

Purpose and Organization of Vehicle
Maintenance Facilities

Where Should Training be Conducted?

Training Room

When Should Training be Conducted?

Following completion of general orientation and before assignment to job performance.

Points To Be Covered

Basic Time

1 hour
30 minutes

Oise. and Act. Code
15-2
45-2

Instructional Aids and
Notes to Instructor

A. Greeting and welcoming of new employee

B. Purpose of the facility

C. Organization of the facilityadministration, mainte-
nance, supply

D. Relationship to
1. Postmaster and main post office
2. Other local units, branches, stations, perimeter of-

fices, nonpersonnel offices, etc.
3. Region
4. Headquarters

E. The Vehicle Maintenance Story

F Layout of local facility
1, Shops
2. Supply rooms
3. Administrative office
4. Washrooms
5. Locker rooms
6. Lunchroom
7, Others as appropriate

Ch. 1, Methods Handbook Se-
ries M-2, Vehicle Mainte-
nance Facility. Emphasize
"movement of the mails."

16mm projector and screen
Introduce, show and discuss the

film The Vehicle Maintenance
Story.

Conduct new employees on
guided tour of the facility
covering points listed and
emphasizing safety consider-
ations as observed on the
tour. Introduce to coworkers
and assign a clean locker.

POD form 2542-A
May 1961I

290
TL-12, 12-1-70



Craft Orientation and Skill Training: Maintenance 376.1 1p. 2)

Training For (Position)
Idea No.

larageman

instructor to be (Position)

Superintendent or Supervisor

Whore Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Skill or Topic

Responsibilities ana Duties of the Position

Type of Appointment

Regular (Annual Rate)
Career Substitute

Prior to assignment to !It) performance

Basic Time

45 minutes

Ocsui and Act. Cods

12
I 455--2

Point. To as Covered

A. Introduction and relationship to supervisor

B. Necessity of following instructions

C. Work area conduct
1. Good housekeeping
2. Smoking regulations
3. Personal needs
4. Personal effects
5. Horseplay
6. Private business
7, Use of telephone for personal calls

D. Duties of position
1. Washing vehicles
2. Steam cleaning vehicles
3. Cleaning garage area
4. Lubricating vehicles
5 Refueling vehicles
6. Tire buildup and servicing
7, Service vehicles and service calls
8. Assisting mechanics

E. Bidding and tour assignment
1. Hours of work
2. Punching timeclock
3. Requirements for entries on timecards
4. Punctuality and good attendance
5. Annual and sick leave procedure
6. Vacation planning and scheduling
7. Posting of work schedule
8. Procedure to follow when unable to report for duty.

Telephone numberswhen to call.

Instructional Aids and
Notes to Instructor

Job description

Form 1230

Form 3971

POO isem 2542 -A
Noy INS
TL-6, 12 -1 -T0



376.1 (p. 3) Craft Orientation and Skill Training: Maintenance

Training For (Position)
Ids(' No.

Garageman

Instructor to be (Position)
Superintendent or Supervisor

Whore Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conduct."

Prior to job assignment

POST OFFICE DEP/Arum
CRAFT ORIENTATION REQUIREMENTS

'Pll or Topic

Career Development

Basic Time

45 minutes

Type of Appointment
Regular (Annual Rate)
Career Substitute

Desig. and Act Code
15-2
45-2

Points To Be Covered
Instructional Aids and
Notes to Instructor

A, Suggestion awards program
1, Purpose
2.. Procedures for submitting suggestions
3 Benefits

13, Training
1: Instructional programs
2., Self improvement
3. Outside study and schooling
4. On-the-job instruction

C. Variety of job assignments
1, Advantages to the Postal Service
2. Advantages to the Individual

D. Career counseling
1, Supervisor
2. Superintendent
3. Senior mechanics

E. Probationary period

F. Periodic evaluations of performance

Methods Handbook, M-2, part
170 and Postal Seri ice Man-
ual, Subchapter 430.

Postal Service Manual, 412.7

POD form 2542-A
May 110611

ealPIP
1180

Ti s to 1_711



1110 POD f.m, 2-A

Craft Orientation and Skill Training: Maintenance 376.1 (p. 4)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS
Training
Wan. No.

For (Position)

Garageman

Skill or Topic:

Shop Safety

Basic Time

2 hours

Instructor to be (Position)
*

Supervisor or Job Instructor

Type of Appointment

Regular (Annual Rate)
Career Substitute

Desks. and Act. Code
15-2
45-2

Where Should Training be Conducted?

Garage Area
When Should Training be conducted?

Prior to assignment to job performance

Points To IN Covered Instructional Aids and
Notes to Instructor

A. Use of equipment
1. Jacks
2. Hoists
3. Stands
4. Creepers
5. Drop lights

B. Protective devicestypes and proper use
1. Exhaust systems
2. Shields and glasses
3. Grinders
4. Others as appropriate

C. Fire extinguishers
1. Location
2. Types
3. Use

D. Fire regulations

E. Reporting of
1. Injuries
2. Accidents .

3. Unsafe conditions

The safety officer should advise and counsel the instructor to the
extent necessary.

Demonstrate proper use of
equipment, emphasizing safe-
ty considerations.

Supervisor's Safety Handbook,
Personnel Service P-13,
Chapters 2, 4, 6, 8

Methods Handbook M-2, part
260

May 1946

n-e, 1 2-1 -70



377.1 5) Craft Orientation and Skill Training: Maintenance

Training
lden. No.

POST OFF10E DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

For (Position)

Garageman

Skill or Topic

Manuals, Handbooks and Charts

Basic Time

30 minutes

Instructor to be (Position) Type of Appointment

Superintendent or Supervisor Regular (Annual Rate)
Cares!. Substitute__

Where Should 1 raining be Conducted?

Training Room or Quiet Area
When Should Training be Conducted?

Dna" and Act. Code

15-2
45-2

Prior to assignment to job performance requiring use of manuals, handbooks and charts.

Points To Be Covered
Instructional Aids and
Notes to Instructor

A. Employee handbook
L. Issuance
2. Custody
3. Use
4. Responsibility for obtaining and making changes

B. Shop manuals and references
1, Procedure for obtaining
2. Use

C. Lubrication charts
1, Source
2. Use

D. Specifications and information charts
1. Source
2. Use

E. Postal Service Manual
1, Gene:al contents
2. Location
3. Authority
4. Use

Methods Handbook Series M-2,
Vehicle Maintenance Facil-
ity. Note those sections par-
Ocularly applicable to the
garageman.

Postal Service Manual

POD form 2542 -A
May lela

"I94
11-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 377.1 (p. 6)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

For (Position)

Garageman

Skill or Topic 1 Basic Time

Vehicle Maintenance Program 1 hour
1

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Career Srbstitute

Disig. and Act Code

15-2
45-2

Where Should Training be Conducted?

Quiet Area
When Should Training be Conducted?

Prior to assignment to job performance

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Preventive maintenance
1. Concept
2. A-B-C services
3. Garageman's duties in these
4. Publications /charts /forms general use

B. Repair maintenance
1. Concept
2. Garageman's duties
3. Reporting need as noted during servicing

C. Work Order, Form 4543
1. Use
2. Procedure for completion
3. Estimated repair/accomplishment time

D. Work Standards
1. Quality
2. Quantity

Methods Handbook, M-2, Chap-
ters 3 and 4.

Have new employee complete a
Form 4543 for a representa-
tive job under close supervi-
sion ; emphasize accuracy and
end use of data entered on
form.

figt

rr (1 r
Zla
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377.1 (p. 7) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
Iden. No.

For (Position)

Garageman

Skill or Topic

Stockroom Procedures

Basic Time

20 minutes

Instructor to be (Position)

Chief of Supplies or Supervisor

Type of Appointment

Regular (Annual Rate)
Career Substitute

Dssig. and Act. Codo

15-2
45-2

Whirs Should Training be Conducted?

Stockroom
When Should Training b. Conducted?

Prior to job assignment requiring knowledge of stockroom procedures

Points To Be Co Jared
instructional Aids and
Notes to Instructor

A. Securing parts and materials

B. Securing special tools

C. Stockroom security

D. Parts chasing

E. Cleaning of stockrooms

Show use of Form 4543

Show use of tool checks

0 Form 2542-A
May 196$

236
TL-6, 12-1 -70



Craft Orientation and Skill Training: Maintenance

41) 376.2 Maintenance Craft Skills Training Requirements
376.2 tp. 1)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Wen. No.

For (Position)

Gerageman
Skill or Topic

Washing Vehicles
Basic Time

1 hour
30 minutes

Instructor to be (Position) Type of Appointment Desig. and Act. Cods
Supervisor or Job Instructor Regular (Annual Rate) 15-2Career Substitute 45-2

Where Should Training be Conducted?

Wash Rack Area
When Should Training be Conducted?

Prior to independent assignment to job performance. The need for skill training will be based on the judg-ment of the employee's supervisor.

Instructional Aids andPoints To Be Covered
Notes to Instructor

A. Safety considerations

B. Preparation for washing Demonstrate this and each sub-
1. Proper placement and parking of vehicle sequent procedure and have
2. Preparing washing so;ution trainee perform under close
3. Assembling of equipment used in washing supervision.
4. General care and use of equipment M-2 Handbook, ?art 260
5. Cleaning inside of vehicle P-13 Handbook, Chapters 2, 6,

8
C. Washing procedure

1. Grill work and front end
2. Body
3. Back, including rear door (as appropriate)
4. Glasswork

D. Avoiding excessive water on instrument panel

E. Characteristic automatic and handwashing considera-
tions

F. Cleaning and inspection of area following washing op-
erations

G. Reports and records as appropriate

0 fine 23424
May 1%1

71+4, 12-1-70 4..37



376.2 (p. 2) Craft Orientation and Skill Troinin Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TPAINING REQUIREMENTS

l raining For (Position) Skill or Topic Bask Time
!den. No.

Garageman Steam Cleaning Vehicles 1 hour

---
Instructor to be (Position)

Supervisor or Job Instructor

Where Should Training be Conducted?

Steam Cleaning Area
When Should Training be Conducted?

Type of Appointment

Regular (Annual Rate)
Ca'eer Substitute

30 minutes

Dui.. end Act. Code

15-2
45-2

Prior to independent assignment to job performance.
ment of the employ, 's supervisor.

The need for skill training will be based on the judg-

Points To Be Covered
Instructional Aids and

Notes to Instructor

A. Safety considerationslifts, jacks, cleaning solution,
steam cleaning plant

B., Preparation for steam cleaning
1.. Preparing the vehicle
2. Preparing the cleaning solution
3. Assembling 'testing/care of cleaning equipment

C. Protection of ignition system

D. Cold water cleaner

E. Care and operation of steam cleaning plant

F. Records and reports as appropriate

G. Cleaning and inspection of area following steam cleaning
operations

M-2 Handbook, Part 260
P-13 Handbook, Chapters 2, 6,

8

Demonstrate this and each sub-
sequent procedure and have
trainee perform under close
supervision.

POO
1914
Farm 2542 4

May

Z98
11-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 376.2 (p. 3)

Training
Idea. No.

For (Position)

Garageman

instructor to be (Position)

Supervisor or Job Instructor

When Should Training be Conducted?

Pressure Cleaning Area
When Should Training be Conducted?

POST OffICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Pressure Cleaning

Type of Appointment

Regular ( Annual Rate)
Career Substltut4

Basic Tire

1 hour

I:Wig. and Act. Cede

15-2
45-2

Prior to independent assignment to job performance. The need for skill training will be based on the judg-ment of the employee's supervisor.

Points To I. Covered

A. Safety considerationslifts, cleaning solution, pressure
cleaning equipment

Instructional Aids and
Notes to Instructor

Familiarize trainee with equip-
ment; demonstrate proper
use and care and cleaning
procedures; have trainee per-
form under close supervision.

B. Prepartion for pressure cleaning M-2 Handbook, Part 260
I. Vehicle P -13 Handbook, Chapters 2, 6,
2. Solution 8
3. Assembling, testing/care of equipment

C. Pressure cleaning principles

D. Cleaning procedures, including proper use of equipment

E. Inspection, cleanup, records and reports as apiropriate

Mb fens
May ISIS

TIili, 12-1-70 99At



376.2 (p. 4)

POST OPVICE MERUMMINi
CRAFT SKILL TRAINING REQUIREMENTS

Trairung
leen. fee.

For (Positi4O

Garageman

Skill or Topic

Lubrication Service Duties

Oasis Tilos

4 hours

Instructor to be (rostoon)
Supervisor or Job Instructor

When %/multi Veining be Conducted?

Lubrication Service Area

When Should Trebly% be Conducted?

Type of APPAtfmefd
Regular (Annual Rate)
Career Substitute

Dais. and Act Cod*
15-2
45-2

Prior to independent assignment to job performance. The need for skill training will be based on the Judg-
ment of the employee's supervisor.,

Points To es Covered

A. General safety considerations

legit: digital Aids and
Notes to instructor

B. Scheduling of lubrications and oil changes

C. Vehicle Maintenance Work Order, Form 4543
1. Preparation
2. Use in lubrication service

D. Hoist operation
1. For mailsters
2. For trucks
3. For other vehicles
4. Safety considerations

E. Lubrication charts
I. Source
2. Use

F. Draining of crankcases
1. Procedure
2. Safety considerations

G. Lubrication
1. Equipmentproper use and care
2. Procedures
3. Safety considerations

H. Batteries
1. Cleaning and treating terminals
2. Safety considerations

/OD a. AVG
May INS

M-2 Handbook, Part 260
P-13 Handbook, Chapters 2, 6,

8

Chapter 3, Facilities Handbook,
M-2

Tell and show use of Form 4543,
have trainee make entries
under close supervision.

Demonstrate this and each sub-
sequent procedure and have
trainee perform under close
supervision.

300 12-1-70



Craft Orientation and Skill Training: Maintenance 376.2 (p. 5)

POST OFFNM DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Man. No.

For (Position)

Garageman

Skill or Topic

Lubrication Service DutiesContinued

Basic Time

Instructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted?

When Should Training be Conducted?

The need for skill training wil! be based on the judgment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

I. Checking tires

J. Checking master cylinder

K. Filling automatic transmission

L. Cleaning cab area

M. Replacement/cleaning of seat belts

N. Completion of garageman entries on records and reports

0. Reporting of defects/damages requiring repair to super-
visor

1. Forms used
2. Procedures

Forms 4543 and 4574

rob perm 24424
May 1566

164, 12..4.70 3O1



376.2 (p. 61 Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Iden. No.

For (Position)

Garageman

Skill or Topic

Refueling Station Duties

Basic Time

2 hours

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Career Substitute

Desig. and Act. Code

15-2
45-2

Where Should Training be Conducted?

Refueling Area
When Should Training be Conducted?

Prior to independent assignment to job performance. The need for skill training will be based on the judg-
ment of the employee's supervisor,

Points To Be Covered
Instructional Aids and

Notes to instructor

A. General safety considerations
1. Location and use of fire extinguishers in refueling

area
2. No smoking requirements
5. Turnoff of ignition switches prior to fueling
4. Others as appropriate

B. Use of Form 4574 in issuing fuel and oil
1. Signature requirements
2. Pump readings
3. Tour changes

C. Refueling procedures

D. Inspection of tires
1. For proper inflation
2. For safe amount of tread remaining
3. For unusual wear

E. Pump cutoff switches and valves
1. Proper use
2. Safety considerations

F. Receiving bulk gasoline and oil
1. Procedures
2. Safety considerations

M-2 Handbook, Part 260

P-13 Handbook, Chapters 2, 6,
8

Demonstrate proper use and
have trainee perform under
close supervision.

Demonstrate this and each sub-
sequent procedure and have
trainee perform under close
supervision.

POD Form 2542-a
May 11611

302
TL-A, 12-I-70



Craft Orientation and Skill Training: Maintenance 376.2 (p. 7)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
!den. No.

For (Position)

Garageman

Skill or Topic

Tire Repair and Servicing

Basic Time

4 hours

Instructor to be (Position)

Supervisor or Job Instructor
Type of Appointment

Regular (Annual Rate)
Career Substitute

Desig. and Act. Code

15-2
45-2

Where Should Training be Conducted?
Tire Shop Area and on
Road Service Vehicle

When Should Training be Conducted?

Prior to independent assignment to job performance. The need for skill training will be based on the judg-
ment of the employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. General safety considerations
1, During tire buildup
2. While servicing
3. When jacking

B. Use and care of tools
1. Floor jack
2. Stand
3. Pneumatic tools
4. Tire tools
5. Impact wrenches

C. Preparations for tire buildup
1. Assembling parts needed
2. Assembling, inspecting and laying out tools

D. Tire disassembly and buildup procedures

E. Inflation of tires, including use of tire inflation cage

F. Balancing of tires/wheels

G. Removal and installation of tires on vehicles
1. Safety considerations
2. Preparationsassembly and layout of tire and tools
3. Jacking, removal and replacement
4. Completion of job, including checking security of

work, collection and storage of tools, etc.

Cover points generally at this
time; show specific applica-
tion at pertinent points
througnout instruction/close
supervision period.

M-2 Handbook, Part 260

P-13 Handbook, Chapters 2, 6,
8

Demonstrate this and each sub-
sequent procedure and have
trainees perform under close
supervision.

2
May Mg

TI#4,12-1-70
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376.2 (p. 81 Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Wen. No.

For (Position)

r...arageman

Skill or Topic

Tire Repair and ServicingContinued

Basic Time

Instructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted?

When Should Training be Conducted?

Points To Be Covered Instructional Aids and
Notes to Instructor

H. Tire repair, including use of tread gauge

I. Tire security and records and reports as appropriate Form 4625, Mounted Tires and
Batteries Authorized for
Fleet Use

Form 254
May 1,1611

304 T1-6, 12-1-70



376.2 (p. 9) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
!den. No.

For (Position)

Garageman

Skill or Topic

Cleaning Garage Area

Basic Time

4 hours

Instructor to be (Position)

Supervisor or Job Instructor
Typo of Appointment

Regular (Annual Rate)
Career Substitute

Desig. and Act. Code

15-2
45-2

Where Should Training be Conducted?

Garagework Area
When Should Training be Conducted?

During first assignment to job performance. The need for skill training will be based on the judgment of the
employee's supervisor.

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Types of cleaners used
1, To clean floors
2. To clean walls
3. To clean work benches
4. To clean stalls, including grease from floors and

walls

B. General safety considerations

C. Cleaning procedures
1. For garage floor
2. For stalls and work benches
3. For offices, lunchroom, washrooms, etc.

D. Use of powered cleaning equipment
1 Safety considerations
2. Care of equipment
3. Procedures for most efficient use

E. Care and use of rubbish containers

M-2 Handbook, Part 260
P-13 Handbook, Chapters 2, 6,

8

Demonstrate procedures and
have trainee perform under
close supervision.

POD Form 2142 -I
May 19
Tlf-A, 12-1-70
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376.2 (p. 10) Craft Orientation and Skill Training: Maintenance

Training For (Position)
Men No

Garageman
1

Instructor to be (Position)

Driver Training Instructor

Where Should Training be Conducted?
Designated Area For Driver
Training
When Should Training be Conducted?

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Driver Training

Type of Appointment

Regular (Annual Rate)
Career Substitute

Basic Time

(*)

Oasis. and Act. Code

15-2
45-2

Determination of the need for skill training is the responsibility of the employee's supervisor. In all cases
where driver training is considered, the supervisor will consult with a driver instructor oe examiner in deter-
mining the need and extent of the training required.

Points To Be Covered Instructional Aids and
Notes to Instructor

Types of vehicles.
1. Mailster
2. R-H Drive
3. L-H Drive
4. Tractor and trailer
5. Other (specify)

Provide 2 hours instruction and practice for right-hand drive or
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive
vehicle when trainee has received prior training on right-hand drive
or three-wheeled vehicle.. If left-hand truck qualification is needed,
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor-
trailer operator training. Allow up to 1 hour for Driver Orientation,
312, points A, C, E, F, G, J, K.

See Driver Orientation, 312 (p.
11) cover points A, C, E, F,
G, J, K. The Safety Belt
Film, Make It Your Habit,
will be shown at the option
of the Job Instructor (Em-
ployees driving in public
thorofares should see the
Safety Belt Film.)

P-13 Supervisors Safety Hand-
book, Chapters 2, 4, 6, 8

M-2 Handbook, Part 260

POD Fenn 25424
May 1%0

306 TL-4, 12-1-70



Craft Orientation and Skill Training: Maintenance

376.3 Individual Training Record

[DATE
U S POSTAL SERVICE

INDIVIDUAL TRAINING RECORD

ENTERED ON DUTY NAME OF EMPLOYEE

DESIGNATION S ACTIVITY CODE SOCIAL SECURITY NO POSITION

CHECK
TNG

SKILL OR TOPIC NEEDS

(N, )

REQUIRED
INSTRUCTION GIVEN'

ADDITIONAL
TRAINING PROVIDED

SUPERVISOR'S
SIGNATURE AND

DATE
REMARKSINS t RUC TOR's

ihtl I ALS AND
DACE

1NG
TIME
USED

INSTRUCTOR S
INITIALS AND

DATE

TNG
TIME
USED

A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN

B. CRAFT ORIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN

t---
C. CRAFT SKILLS

I WASHING vEHIC S

2 STEAM CL,LAN,Nc. v CHIC LES

3 PRESSURE CLEAN NG

4 Lk..1r.lo A I ,c),I SERVICE

5 REFUELING STATION DUTIES

S TIRE REPAt 1 AND SiRI ICING

T. CLEANING GARAGE AREA

D. CRAFT SKILLSDRIVER TRAINING

I DRIVER ORIENTATION

2 VEHICLE
FAMIL-
IARI2A-'
TION

II. Left Hand Drive

b. Right Hand Drive

c. Three Wheel Vehicle

3 CONTROLLED DRIVING PRACTICE
AND TESTING

a. LHD k or I-Ton
b. Right Hand Drive
c. Three Wheel Vehicle

4 TRACTOR-TRAILER

S. OTHER t`,/,,r I11/

I
When applicable, instructor shall note under "REMARKS" that additional training in this skill is needed.

S 2548 -I
Sep. WO

TL-6, 12-1-70
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377.1 (p.

377 Automotive Mechanic
377.1 Maintenance Craft Orient ion Requirements

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
lden. No.

I For (Position)

Automotive Mechanic

Skill or Topic

Purpose and Organization of Vehicle
Maintenance Facilities

Basic Time

1 hour
30 minutes

instructor to b. (Position)
Superintendent or Designated
Supervisor

Type of Appointment
Regular (Annual Rate)
Career Substitute

Meld. and Act. Code
16-1
45-1

Where Should Training be Conducted?

Training Room

When Should Training be Conducted?

Following completion of general orientation and before assignment to job performance.

Points To Be Covered instructional Aids and
Notes to instructor

A. Greeting and welcoming new employee

B. Purpose of the facility

C. Organization of the facilityadministration, mainte-
nance and supply

D. Relationship to
1. Postmaster and main post office
2. Other local units, stations, branches, perimeter of-

fices, nonpersonnel offices, etc.
3. Region
4. Headquarters

E. The Vehicle Maintenance Story

F. Layout of local fa( ility
1. Shops
2. Supply rooms
3. Administrative office
4. Washrooms
5. Loc' 1r rooms
6. Lunchrooms
7. Bulletin boards
8. Others as appropriate

Chapter 1, Methods Handbook,
Series M-2, Vehicle Mainte-
nance Facility. Emphasize
"movement of the mails."

16mm projector and screen
Introduce, show and discuss the

film The Vehicle Maintenance
Story.

Conduct new employees on
guided tour of the facility
covering points listed and
emphasizing safety consider-
ations, fire prevention and
firefighting equipment at ap-
propriate points on the tour.
Introduce to coworkers and
assign a clean locker.

25 2A
May INS

808
11.-6, 12-1-70



Craft Orientation and Skill Training: Maintenance 377.1 (p. 2)

POST OFFICE DEPAIMADO
CRAFT ORIENTATION REQUIREMENTS

Training
Won. No.

For (Position)

Automotive Mechanic

Skill or Topic

Responsibilities and Duties of the Position

Basic Time

45 minutes

Instructor to be (Position)

Superintendent or Supervisor
Type of Appointment

Regular (Annual Rate)
Career Substitute

Dula. and Act. Code
15-1
45-1

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Prior to assignment to job performance

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Introduction and relationship to supervisor

B. Necessity for following instructions

C. Work area conduct
1. Good housekeeping
2. Smoking regulations
3. Personal needs
4. Personal effects
5. Horseplay
6. Private business
7. Use of telephone for personal calls

D. Duties of position
1. Diagnosing and repairing mechanical and operat-

ing difficulties of vehicles
2. Adjusting and tuning engines and engine acces-

sories
3. Repairing and replacing automotive electrical

equipment and components
4. Conducting post-repair functional tests
5. Operating test equipment
6. Changing engines
7. Overhauling transmissions, rear end assemblies and

braking systems
8. Repairing vehicle bodies
9. Conducting emergency repairs

10. Performing vehicle inspections

.....----

Job description

Mey 190

1L-6, 12-1-70
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377.1 Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
'den. No.

For (Position)

Automotive Mechanic

Skill or Topic

Responsibilities and Duties of the
PositionContinued

Basic Time

Instructor to be (Position) Type of Appointment Posit and Act. Code

Where Should Training be Conducted?

When Should Training be Conducted?

Points To Be Covered Instructional Aids and
Notes to Instructor

E. Bidding and tour assignment
1. Hours of work
2. Punching time clock
3. Requirements for entries on time cards
4. Punctuality and good attendance
5. Annual and sick leave procedures
6. Vacation planning and scheduling
7. Posting of work schedule
8. Procedure to follow when unable to report for duty.

Telephone numberswhen to call

Form 1230

Form 3971

Fens
May itiS

310

11-6, 12-1-70



I

Croft Orientation and Skill Training: Maintenance 377.1 (p. 4)

FOOT OM= ormumearr
CRAFT ORIENTATION REQUIREMENTS

Training
loon. No

For (Position)

Automotive Mechanic

Mil or Topic

Career Development

Oasis Time

45 minutes

Instructor to be (Position)

Superintendent or Supervisor

Type of AllIcoinfritfint

Regular (Annual Rate)
Career Substitute

Dee*. and Act. Cede

15-1
45-1

Where Should Training be Conducted?

Classroom or Quiet Area
When Should Training be Conducted?

Prior to job assignment

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Suggestion awards program
1. Purpose
2. Procedures for submitting suggestions
3. Benefitsindividual and Postal Service

B. Training
1. Instructional program
2. Self-improvement
3. Outside study and schooling
4. On-the-job instruction

C. Variety of job assignments
1. Advantages to the individual
2. Advantages to the Postal Seri ice

D. Career counseling
1. Supervisor
2. Superintendent
3. Senior mechanics

E. Probationary period

F. Periodic evaluations of performance

Methods Handbook, M-2, part
170 and Postal Service Man-
ma, Subchapter 430

Postal Service Manual, 412.7

P00 haw 2543-A
May MS

11.-6,12-1-70
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377.1 (p. 5) Craft Orientation and Training: Maintenance

POW 011110 IMPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
Idea. No.

For (Position)

Automotive Mechanic

Skill or Topic

Shop Safety
Oasis Time

2 hours

instructor to be (Position)*
Supervisor or Job Instructor

Type of Appointment
Regular (Annual Rate)
Career Substitute

Des*. and Act. Cede
15-1
45-1

When Should Training be Conducted?

Garage Area
When Should Training be Conducted?

Prior to assignment to job performance

Points To Se Covered istetioctiertai Aids cid
Neese to Instructor

A. Use of equipment
1. Jacks
2. Hoists
3. Stands
4. Creepers
5. Drop lights

B. Protective devicestypes and proper use
1. Exhaust systems
2. Shields and glasses
3. Grinders
4. Others as appropriate

C. Fire prevention, including fire regulations

D. Firefighting equipment
1. Location
2. Types
3. Useby types of fires and equipment

E. Reporting of
1. Injuries
2. Accidents
3. Unsafe conditions

The safety officer should advise and counsel the instructor to the
extent necessary.

Supervisor's Safety Handbook,
Personnel Series P-13, Chap-
ter's 2, 4, 6, 8

Demonstrate proper use of
equipment, emphasizing safe-
ty considerations.

Methods Handbook, M-2, part
263

Mee tedie

312
11.-6, 12-4-70



Craft Orientation and Skill Trailing: Maintenance 377.1 61

POST OMR OPPARTIAINT
CRAFT ORIENTATION REQUIREMENTS

Train gle
Odom he.

For (Position)

Automotive Mechanic

SUM or Topic

Manuals, Handbooks and Charts

Gosh tine

30 minutes

Instructor to be (Position) Type of ApoeMhnent Des. end Act. Cede

Superintendent or Supervisor Regular (Annual Rate) 16-1
Career Substitute 45-1

When Should Training be Conducted?

Training Room or Quiet Area
When Should Treinong be Conducted?

Prior to assignment to job performance

Points To Do Cowed Instructional Aids end
Notes Ss Instructor

A. Employee handbook Methods Handbook Series M-2,
1. Issuance Vehicle Maintenance Facil-
2. Custody ity. Note those sections and
3. Use chapters of particular impor-
4. Responsibility for obtaining and making changes tance to mechanics.

P-13 Handbook, Chapters 2, 4,
6, 8

B. Shop manuals and references
1. Source
2. Use

C. Facilities Handbooks
1. Requirements
2. Source
3. Use

D. Specifications and information charts
1. Source
2. Use

E. Postal Service Manual Postal Service Manual
1. General contents
2. Location
3. Authority
4. Use, particularly sections applicable to vehicle

maintenance

May 1511

TS-11. 12-1-70
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377.1 4s. 7) Croft Oriankstion and Sld Training: Maintenanta

POST OPPICE OEPAIVISIENT

CRAFT ORIENTATION REQUIREMENTS
Training j For (reeltion)
Men. tat

Automotive Mechanic

Skit/ or Topic

Vehicle Maintenance Program

bode Time

1 hour

Inetracter te be (Peeitten)

Superliner or Job Instructor

Where Would Training be Cendoctedt

Classroom or Quiet Area
Min Should Trento, SW CONNAKIMI7

Typo s appaimmeat

Regular (Annual Rate)
Career Substitute

Doi& and Aet. Cole

15-1
45-1

Prior to assignment to job performance

Mints To Se Covered In ernetionol Aids end
Notes to instructor

A. Scheduled maintenance
1. Concept
2. L-A-B-C services
3. Mechanic's duties
4. Publications/charts/formsgeneral use

B. Repair maintenance
1. Concept
2. Mechanic's duties

C. Vehicle Maintenance Work Order, Form 4643
1. Purpose
2. Preparation/entries
3. Estimated repair 'accomplishment time
4. Disposition of form

C. Work standards
1. Quality
2. Quantity

)00 Away nell-A
May INS

Methods Handbook, M-2

Have new employee make ap-
propriate entries on a Form
A543 for a representative job
ender close supervision ; em-
phasize accuracy and end use
of data entered on form.

314 114, 12-1-70



Craft Orientation and Skill Training: Maintenance 377.1 (p. 81

POST on= DIMAIMAENT
CRAFT ORIENTATION REQUIREMENTS

Training
Win. No.

For (Position)

Automotive Mechanic

Skill or Topic

Stockroom Procedures

Basic Tim*

30 minutes

Instructor to be (Position)

Chief of Supplies or Supervisor

Type of Appointment

Regular (Annual Rate)
Career Substitute

Dula. and Act. Code

15-1
45-1

Wave Should Training be Conducted?

Stockroom
When Should Training be Conducted?

Prior to job assignment requiring knowledge of stockroom procedures

Points To Be Covered Instructional Aids and
Notes to Instructor

A. Securing parts and materials

B. Mechanic's tool box
1. Issuance
2. Custody
3. Inventory
4. Securing replacement items

C. Securing special tools

D. Stockroom security

E. Parts chasing

Show use of Form 4643

Show use of tool checks

I'm
May litaili

71.-6, 12-1-70 315,



377.2 Craft Orientation and Skill Training: Maintenance

377.2 Maintenance Craft Skills Training Requirements

Training For (Position)
'den. No.

Automotive Mechanic

Instructor to be (Position)
Driver Training Instructor

POST OPTICS DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Skill or Topic

Driver Training

Basic Time

(C)

Where Should Training be Conducted?
Designated Area For Driver
Training
When Should Training be Conducted?

Type of Appointment

Regular (Annual Rate)
Career Substitute

Delis. and Act. Code

15-1
45-1

Determination of the need for skill training is the responsibility of the employee's supervisor. In all cases
where driver training is considered, the supervisor will consult with a driver instructor or examiner in deter-
mining the need and extent of the training required.

Points To Be Covered Instructional Aids and
Notes to Instructor

Types of vehicles
1. Mailster
2. R-H Drive
3. L-H Drive
4. Tractor and trailer
5. Other (specify)

*Provide 2 hours instruction and practice for right-hand drive or
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive
vehicle when trainee has received prior training on right-hand drive
or three-wheeled vehicle. If left-hand truck qualification is needed,
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor-
trailer operator training. Allow up to 1 hour for Driver Orientation,
312, points A, C, E, F, G, J, K.

See Driver Orientation, 312 (p.
11). Cover points A, C, E,10,
G, J, K. The Safety Belt
Film Make It Your Habit,
will be shown at the option
of the job instructor. Em-
ployees driving on public
thoroughfares should see the
safety belt film.

P-13 Supervisors Safety Hand-
book, Chapters 2, 4, 6, 8

M-2 Handbook, Part 260

POD Fenn 2542 -a
May 156$

31.6 1..A. 12-1-70



Craft Orientation and Skill Training: Maintenance 377.2 (p. 2)

POET OFFICE IMPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS
Training
Idea. No.

For (Position)

Automotive Mechanic

Skill or Topic

Scheduled Maintenance

Basic Time

6 hours

Instructor to be (Position) Type of Appointment Desig. and Act. Code

Supervisor or Maintenance Analyst Regular (Annual Rate) 15-1
Career Substitute 45-1

Where Should Training be Conducted/

Garage Area
When Should Training be Conducted?

Prior to independent assignment requiring only routine supervision. The need for skill training will be based
on the judgment of the employee's supervisor.

Points To Se Covered Instructional Aids and
Notes to Instructor

A. Receiving work assignment Selected 4543's for representa-
tive services

B. Information shown on Form 4543 when received by me- Have trainee perform work
chanic shown on Work Order and

make appropriate entries on
the form under close super-

C. Assembling tools/equipment needed in performance of vision.
scheduled maintenance

D. Safety considerations M-2 Handbook, Part 260

E. Preparing vehicle for maintenance, as appropriate P-13 Handbook, Chapters 2, 6,
8

F. Scheduled maintenance procedures
1. "L" Service
2. "A" service
3. "B" service
4. "C" service

G. Making entries on Form 4543

H. Passing completed form to supervisor

Fano 24
May IOU

TL-6, 12-1-70 317



377.2 (p. 3) Craft Orientation and Skill Training: Maintenance

POET OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Won. No.

For (Position)

Automotive Mechanic

Skill or Topic

Repair Maintenance

Basic Time

4 hours

instnictor to be (Position) .

Supervisor or Maintenance Analyst

Type of Appointment

Regular (Annual Rate)
Career Substitute

D.slg. and Act. Cods

15-1
45-1

Where Should Training be Conducted?

When Should Training be Conducted?

Prior to independent assignment requiring only routine supervision. The need for skill training will be based
on the Judgment of the employee's supervisor.

Points To Ile Covered Instructional Aids and
Notes to Instructor

A. Receiving work assignment

B. Information shown on the Work Order when received by
the mechani?:

C. Assembling tools/equipment needed in performing se-
lected repair maintenance

D. Safety considerations

E. Preparing vehicle for maintenance, as appropriate

F. Representative repair maintenance procedures

G. Making entries on the Form 4543

H. Passing completed form to supervisor

Selected repair maintenance
work orders.

Have trainee perform work
shown on work order and
make appropriate entries on
the form under close super-
vision.

M-2 Handbook, Part 260
P-13 Handbook, Chapters 2, 6,

8

POD Fenn
Mr/ UM

31.8
T44, 12-1-70
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Craft Orientation and Skill Training: Maintenance
377.3 Individual Training Record

377.3

U S POSTAL SERVICE

INDIVIDUAL TRAINING RECORD

DATE ENTERED ON DUTY NAME Of EMPLOYEE

DEsiGNAT ONG; ACTIVITY CODE SOCIAL SECURITY NO POSITION

A worn°, eve Mae Foonl c

SKILL OR TOPIC

CHECK
TNG.

NEEDS

(N, )

REQUIRED
INSTRUCTION GIVEN

ADDITIONAL
TRAINING PROVIDED

SUPERVISOR'S
SIGNATURE AND

DATE
REMARKSiNsTRJCTON's

INITIALS AND
DATE

TNG
TIME
USED

INSTRUC tom s
INITIALS AND

DATE

TNG
TIME
USED

A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTA'ri,,N GIVEN

r.. CRAFT ORIENTA 1'i 1 AL L TOPICS
IN (_RAF I OWEN ATiON GIVEN

C. CRAFT SKiLLs
_

II SCHE /ULI I HAIN)rNANCE

2 RI-.,A tt ma,.4 ! CE

D. CRAo-T ..r( LLS-DRIVER . RAINING

-..__
i DR, Vt.ft .31.4.1.14T1,,

2 VEHICLL
;SW L

;ARIZ*.
TION

a Lett Ilend Drive

I, Right fiend Drive
Three Wheel Vehtcle

I CONTROL; c , ,)HIVING PRACTICE
AND T! 11 i''...

LIE., . r .-Ton

b 1,1141,t 11..n.1 Ortv

c. Thtre WhI VhtLle

4 TRACTOR TRAILER

S. OTHER (sieity),

v--

When appIttahie, insqt"ctoe .hill note under REMARKS" that addtttottal tratntna to this skill to needed.

PS 2548.H
Sep 1,)-(1

TL-6, 1 2-1 70 31.9
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